PERSON SPECIFICATION: PA to the Mayor / Admin Assistant
June 2023

Essential 
· Highly organised.
· Ability to use own initiative and work independently.
· Confident in working in a public-facing role.
· Ability to communicate effectively both verbally and in writing to a range of audiences including the public, councillors, third party contractors and colleagues.
· Diplomatic and assertive
· Proficient with the Internet, email and social media and be fully conversant with Microsoft Office.
· Good standard of literacy and numeracy. 
· Ability to maintain confidentiality.
· Flexible, pro-active, and “hands-on” approach to tasks. 
· Ability to foster good relationships.
· Ability to work in a team.
· Mature and common-sense approach.
· Flexible and adaptable in the range of duties required.

Desirable 
· Flexibility when required to work occasional evenings and weekends to cover Civic events.
· Experience of assisting with events/functions
· Full Driving Licence 
· Good understanding of Civic Etiquette.

