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	Personal Attributes
	Essential
	Desirable

	
	
	

	Experience and Qualifications
	Ability to produce statistical and other analytical information which is both accurate and well presented
	Contact with contractors in relation to maintenance or development contracts.



	
	SVQ 2/3 in Business Administration or equivalent business administration qualification. 
	HND in Business Administration


	
	Recent demonstrable experience of working in an administrative or financial role.


	Experience of using Open Housing database

	
	Experience of using Windows and Microsoft packages including Excel and Word


	

	Skills and Abilities
	Ability to work under pressure, using initiative and co-ordinate a varied and complex workload in order to meet deadlines.


	

	
	Ability to produce statistical and other analytical information which is both accurate and well presented


	

	
	Ability to work with Excel and use and develop spreadsheets
	

	
	Ability to work under own initiative.
	

	
	Possess excellent verbal and written communication skills.
	

	
	Possess excellent numeric skills and the ability to use and develop spreadsheets.
	

	
	Good interpersonal skills to build and maintain working relationships and relationships with tenants and work as part of a team.
	

	
	Ability to understand and follow procedures.
	

	Values and Attitudes
	A positive, problem-solving attitude
	

	
	Able to accept responsibility and show initiative
	

	
	Confident and enthusiastic, flexible and adaptable
	

	
	Commitment to deliver within specified timescales.
	

	
	Commitment to deliver good quality, housing services.
	

	
	Respect for others and a commitment to equal opportunities.
	

	
	
	

	Other considerations
	
	

	
	Willing to undergo training as determined by Cairn
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