
 
 
PERSON SPECIFICATION          

 
 

JOB TITLE: Business Support Worker 
 
GRADE: Grade 4 
 
DIRECTORATE: Families and Wellbeing 
 
SERVICE: No Wrong Door  
 
Note to applicants: 
 
Whilst all points on the person specification are important, those marked ‘E’ 
(essential) and ‘A’ (application) are 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. In addition to interviews a variety of 
other selection methods may be used such as tests or exercises dependent on the 
role you applied for. You will be advised of any alternative selection methods in the 
letter inviting you for interview.  
 
CRITERIA: 
 
Experience 
 

1. Experience of working with a range of agencies (internal and external) (E) A I 
2. Experience or knowledge children’s social care setting (D) A I 
3. Experience of working in a clerical or administrative environment (E) A I 
4. Experience of computerised systems e.g. Microsoft Office, MOSAIC (E) A I 

 
Skills and Abilities  
 

1. Good organisational skills with ability to prioritise and work to deadlines (E) I E 
2. Able to take concise and accurate minutes (E) I E 
3. Self motivated with ability to use own initiative and work under pressure (E) I 

E  
4. Good interpersonal and customer care skills (E)  I 
5. Able to analyse and interpret data (E) I E 
6. Positive approach to problem solving ( E) I E  
7. Good IT skills and ability to use technology I (E) 
8. Able to communicate effectively in word and writing and present information 

(E) I E 
9. Understanding of safeguarding adults (D) I 

 



Education/Qualifications/Knowledge  
 

1. Understanding of principles of social inclusion and dignity in care (E) I 
2. Understanding of principles of data confidentiality and governance (E) I A 
3. Minimum of 3 GCSE passes, or equivalent (e.g. O Levels), at Grade C or 

above (E) A C 
4. NVQ level 3 in Business Administration or equivalent (e.g. BTEC National) (D) 

A C 
 
Other Requirements  
 
1. Flexible, innovative approach and good time keeping (E) A,I 
 
Commitment to Equal Opportunities  
 

1. Ability to understand and demonstrate commitment to equality and diversity 
(E) A I  

 
 
Commitment to Service Delivery/Customer Care – Consider level of knowledge 
required. 
 
1. Commitment to service development and continuous improvement (E) A,I 
2. Commitment to own professional development and the development of others (E) 

A, I 
3. Ability to build and maintain positive working relationships with others outside the 

immediate team. (E) A, I 
4. Able to undertake appropriate training as necessary (E) A, I 
 
 
Methods of Assessment key 
 
A = application form, C = Certificate, E = Exercise, I = Interview,  
P = presentation, T= Test, AC = assessment centre 

 

 

 
 

 


