
 
 
 
 
 
 

PERSON SPECIFICATION 
 

NOTE TO APPLICANTS: 
Whilst all points on the specification are important, ‘D’ is desirable. 
Those marked ‘E’ (essential) are the key requirements.  You should pay 
particular attention to these essential  points and provide evidence of meeting 
them.  Failure to do so may mean that you will not be invited for interview. 

 

 

JOB TITLE:  Apprentice – Democratic Services 
GRADE:  Apprentice Grade 
JE REFERENCE: A9757 
DIRECTORATE: Legal and Democratic Services 
SERVICE:  Democratic Services 
 
CRITERIA: 
 
Experience  

 

1.  General experience of using IT – preferably in an office environment (D) A, I 
2.  Previous experience of working in a team (D) A, I 
3.  Experience of working in an office environment (D) A,I 
 

 
 
Skills and Abilities  
 
4.  Ability to undertake general office duties e.g. typing; filling; photocopying (E) 

A,I,E 
5. Literacy and numeracy (E) A,I 
6. Effective communication, verbal, written, numerical and interpersonal skills (E) 

A,I,E 
7.  Ability to work with and retain confidentiality (E) A,I 
8. Ability to work collaboratively with colleagues and carry out tasks effectively, 

knowing when to seek help, support and advice (E) A,I 
9.  Ability to follow instructions and produce accurate written and numerical work (E) 

A,I,E 
10.  Ability to work to deadlines and with accuracy ( E)  
 
 
 
Education/Qualifications/Knowledge 
 
11.  Educated to GCSE standard or equivalent, ideally with passes at Grade C or above, 

including English and Mathematics (D)  A,I,C 



12.  Demonstrate relevant experience for those who do not have the qualifications (E) A,I 
13.  Knowledge of Microsoft products including Windows, Word, outlook; Excel (D) A,I 
14.  Commitment to undertaking and completing training and qualifications to NVQ level or 

equivalent relating to event management, meeting administration and other related 
areas (E)  A,I 

 
 
 
Other Requirements  
 
15.  The post holder will be asked to work some evenings and weekend work as part of their 

learning experience (E) A,I 
16.  The granting of annual leave during peak periods such as major civic events and large 

scale elections is likely to be restricted. A,I 
 
 
 
 
Commitment to Equal Opportunities  
 
17. Ability to understand and demonstrate commitment to equality and diversity (E) A,I 

 
 
Commitment to Service Delivery/Customer Care  
 
18. Demonstrate and provide evidence of an effective approach to customer care and 

service delivery understanding the various requirements of clients, service users and 
members of the public. (D) A,I 

 
 
 
 
Methods of Assessment key 
 
A = Application form, C = Certificate, E = Exercise, I = Interview,  
P = Presentation, T= Test, AC = Assessment centre 
 


