
 
 

 
 

PERSON SPECIFICATION 

NOTE TO APPLICANTS: 

WARRINGTON 
Borough Council 

Whilst all points on the specification are important, those marked 'E' (essential) are the key requirements. You 
should pay particular attention to these points and provide evidence of meeting them. Failure to do so may 
mean that you will not be invited for interview. 

 

JOB TITLE: Business Support Administrator 

GRADE: 3 
DIRECTORATE: Families and Wellbeing 
SERVICE: Children’s Services Business Support 

 CRITERIA: 

Experience  
1. Ability to utilise Information Technology systems to facilitate efficient service      delivery. (E) A, I 

2. Have experience of working as part of a team. (E) A,I 

3. Have experience of working in busy office environment. (E) A,I 

4. Experience of preparing documentation to a high standard using the full word processing services (E) A, I 

 

Skills and Abilities  

5. Be able to demonstrate capacity to prioritise a heavy workload. (E) I 

6. Have the ability to work under pressure and to meet deadlines. (E) A,I 

7. Give evidence of excellent interpersonal and organisational skills. (E) I 

8. Provide evidence of excellent communication and interpersonal skills (E) I 

9. Have the ability to produce numerical/written work without supervision and to a high 

standard. (E) A,l, 

10. Give evidence of the ability to deal with confidential material. (E) A,I 

11. Give evidence of the ability to use a database (e.g. Excel, Foundation). (E) A,l, 

12. Give evidence of a diverse knowledge of IT systems and their use, including Information 

Management Systems. (E) A,l, 

 

Education/Qualifications/Knowledge 

13. Be educated to GCSE or equivalent standard with 5 A*-C GCSEs or equivalent - including maths and 

English. (E) A,I 

 

 



Other Requirements 
14. Show evidence of commitment to own continuous professional development. (E) A,I 

15. Provide evidence of commitment to work flexibly within a team. (E) A,I 
 

Commitment to Equal Opportunities 
16. Provide evidence of commitment to valuing equality and diversity and promoting equal 

opportunities. (E) A,I 

 

Commitment to Service Delivery/Customer Care 
17. Demonstrate a high level of commitment to customer care, in particular providing an effective 

service. (E) A,I 

 

 

Methods of Assessment key A = 

Application form 
C = Certificate 

E = Exercise 
I= Interview, 

P = Presentation 
T= Test 

AC = Assessment center 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 


