
CRITERIA
ESSENTIAL (E)                         

or                        

DESIRABLE (D) 

TESTED BY                                       

(Application Form, Interview, Test, 

Presentation etc)
QUALIFICATIONS AND TRAINING

Good standard of education evidenced by GCSE results or 

eqivalent E Application form

SPECIFIC SKILLS, EXPERIENCE AND KNOWLEDGE

Office experience E Application form/ interview
Experience of using computerised systems D Application form/ interview
Numeracy, literacy, accuracy and attention to detail E Interview/Test

Knowledge of statutory requirements including PAYE and NI D Application form/ interview
Ability to prioritise with good time management skills E Interview/Test
Well developed interpersonal and communication skills E Interview

PERSONAL AND INTERPERSONAL QUALITIES

Ability to work flexibly as a member of a team E Interview
Ability to exercise tact, diplomacy and confidentiality E Interview
Ability to remain calm and focussed E Interview
Ability to work under pressure and to tight deadlines E Interview
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