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Core Attributes – Customer Relations Assistant 
	Attribute
	Evidence (please expand text box as required for your example)

	Experience in an administrative/customer service/reception role
	

	Experience of providing excellent customer service and dealing with members of the public, both face to face and by telephone
	

	Experience of using, accessing and inputting data into computerised systems
	

	Experience of maintaining, receiving, disbursing and dealing with finances
	

	Experience of using IT systems and using technology as an administrative tool to improve efficiency including Microsoft Office
	

	Experience of working as part of a busy team and/ or using your own initiative on a day to day basis without close supervision to prioritise own workload
	

	Ability to challenge in an appropriate and constructive manner 
	

	Able to form strong professional relationships on a number of different levels
	


	Attitude
	This describes me and here are my examples...

	You’re a skilled and competent administrator with a basic knowledge of operational services and what we do. You’ll be able to support operational teams to provide quality services. You’ll enjoy being in contact with customers and visitors and being able to directly make a positive impact. You’ll be able to multi task and enjoy the variety of a role where no two days are the same.
	


