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PERSON SPECIFICATION

Job Title:  	Subcontractor Co-ordinator	

	Skills  
	Essential 
	Desirable 

	Well-developed communication and interpersonal skills across all channels 
	✔ 
	 

	An excellent understanding of data analysis and the ability to implement actionable improvements.
	 ✔
	 

	Ability to effectively prioritise and organise a varied workload 
	✔ 
	 

	Ability to work across departments to resolve complex challenges 
	✔ 
	 

	Collating information accurately and efficiently to establish facts to identify problems 
	✔ 
	 

	Active listening skills, ability to absorb information 
	✔ 
	 

	Take ownership and personal responsibility for investigating and reporting  
	✔ 
	 

	Ability to efficiently navigate and manage a range of systems, software, databases and applications 
	✔ 
	 

	Good interpersonal skills, personal resilience and ability to deal effectively with others 
	✔ 
	 

	Experience of working with confidential and contentious issues 
	✔ 
	 

	Good analytical and problem-solving abilities and proficient in using software to maximise insights and impact. 
	✔ 
	 

	Ability to prepare reports
	✔
	

	Ability to attend, note and minute actions from meetings
	✔
	


	Knowledge 
	Essential 
	Desirable 

	Knowledge and understanding of business administration tasks 
	✔ 
	 

	[bookmark: _GoBack]Knowledge and practical experience of basic Microsoft products e.g. Word, Excel 
	✔ 
	 

	Knowledge of housing management and job scheduling systems such as Connect  
	✔ 
	 

	Knowledge of how to maintain data integrity by using systems and databases 
	✔ 
	 

	Good understanding of Data Protection and handling confidential and sensitive information 
	✔ 
	 

	Knowledge and understanding of best practice in data management and ability to apply this 
	✔ 
	 

	Sound knowledge of a range of administrative equipment, software and procedures 
	✔ 
	 


	Competencies 
	Essential 
	Desirable 

	To respect and maintain confidentiality in relation to Association business and its customers at all times 
	✔ 
	 

	Committed, flexible and adaptable approach to work requirements 
	✔ 
	 

	A “Can Do” attitude and focus 
	✔ 
	 

	A team player 
	✔ 
	 

	Agile – can adapt their approach to customer or business needs 
	✔ 
	 

	Ability to solve problems and be solutions focused 
	✔ 
	 

	Determined in pursuing positive business outcomes 
	✔ 
	 

	Ability to inspire and gain the confidence of others 
	✔ 
	 

	Organised and resilient – able to cope with a complex workload 
	✔ 
	 


	Qualifications / Experience  
	Essential 
	Desirable 

	HNC in Business Administration or 1 year experience in a similar role 
	✔ 
	 

	Full UK driving Licence 
	✔ 
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