	PERSON SPECIFICATION


	Insert Authority Logo

	
	

	Job Title:

Community Operator


	Service Unit/Department:

Insert name of the service unit/department

	Council:

Insert name of the authority
	Post Reference No:

Insert post reference number

	
	

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications And Training


	5 GCSE’s or equivalent


	

	Competence Summary

(Knowledge, abilities, skills, experience)


	Microsoft Office

Strong computer literacy, ability to master use of Community Modules

Excellent written and oral communication skills

Excellent telephone manner

Able to work on own initiative

Flexible worker

Capable of working to deadlines

Must relate well to a wide range of people

Experience of delivering training 

Ability to assess content against given procedures, policies and standards 

Knowledge of local area and good local contacts


	Experience of internet publishing, editorial and production management



	Work-related Personal Requirements


	Enthusiasm

Strong interpersonal skills


	

	Other Work Requirements 


	Good standard of health and fitness 

Contribute to the development of good practice


	


Insert date

