PERSON SPECIFICATION
Post Title/Grade:	  	Psychology Secretary, Band 3
Department/Ward:	Fife Psychology Service
Date:	        	11th May 2021

	
	ESSENTIAL
	DESIRABLE
	MEASURE

	Experience



	Proven experience in a secretarial or administrative role in a busy office setting

Sound working knowledge of computer software packages, information systems and office procedures

Experience of dealing with public

	Experience acquired in an NHS setting


	Application and interview

	Qualifications/
Training



	HNC/SVQIII in secretarial studies/business studies/administration or equivalent

	
	Application 

	Knowledge


	A working knowledge of office systems, processes and technology

A working knowledge of Microsoft Office and information management systems

A good standard of English and numeracy

Knowledge of medical terminology

	Knowledge acquired in an NHS setting


	Application and interview

	Skills



	Excellent keyboard skills/typing/audio skills

Proficient IT skills, knowledge of Microsoft Office and information systems

Excellent written and oral communication skills

Excellent organisational skills and ability to manage priorities

Effective time management in order to meet deadlines

Excellent attention to detail

Good team player

Ability to work with minimum supervision

Excellent customer care skills

	Skills acquired in an NHS setting

PA skills and experience
	Application, interview and typing test

	Aptitude


	Comfortable providing a range of secretarial and administrative supports in a busy office environment

Comfortable managing time, while coping with competing priorities

Comfortable working with technology, IT and information systems

[bookmark: _GoBack]Comfortable dealing with distressed service users, relatives and carers

	Skills acquired in an NHS setting
	Application and interview

	Other 


	Ability to travel and work from other locations when required

Demonstrate ethics, values and personal qualities / behaviours consistent with the vision, culture and values of NHS Fife 

	
	Application





