
RECRUITMENT AND SELECTION STANDARDS

PERSON SPECIFICATION FORM

Post Title/Grade:	Administrator (CTAC Team Lead)
   Department/Ward:	CTAC (Community Treatment & Care)
   Directorate		Primary & Preventative Care 
Date:		April 2022

	
	ESSENTIAL
	DESIRABLE
	MEASURE

	Experience



	Sound working knowledge of Administration, secretarial and office duties, including administering meetings and minute taking.  A level of skills and competencies usually associated with previous high level secretarial experience.

	Previous office experience in Health or Social Care setting
	Application form


	Qualifications/
Training



	HNC in Business/ Administration or related experience.
Good basic level of education - hold either Standard Grade/Higher or equivalent in English/Maths.
	
	Application form

	Knowledge


	Excellent knowledge of Microsoft Office 365 competent at advanced level in order to carry out duties listed under ‘Key Result Areas’ of job description.  Experience of creating and using databases.
45 wpm typing speed. Diary Management knowledge

	Previous knowledge of NHS IT systems.
	Interview

	Skills



	A level of English language competency and communication skills necessary to perform the role safely and effectively.
Excellent interpersonal/ organisational/time management skills.

	Knowledge of audio typing/Winscribe
	Interview


	Aptitude


	Positive approach to work.
Able to work to deadlines under pressure using own initiative.
Ability to build on existing skills.
	
	Interview


	Other 
e.g. Team Player, Be able to travel

	Flexible approach to working as part of a team; cover and support in CTAC team
Ability to travel throughout Fife to support meetings.
	
	Interview
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