
RIBBLE VALLEY BOROUGH COUNCIL

COMMUNITY SERVICES DEPARTMENT

PERSON SPECIFICATION

JOB TITLE: CASUAL COMMUNITY ACTIVITY ATTENDANT

Ref: COM362


	ATTRIBUTES
	ESSENTIAL(E) DESIRABLE (D) REQUIREMENTS
	ASSESSMENT METHOD

	1. EXPERIENCE
	
	

	Working in a service orientated environment in an administrative capacity
	E
	App form/Int

	Communicating by telephone, writing and in person to members of the public in the provision of accurate information with regards to the services available
	E
	App form/Int

	Operating a cash/ receipting system and controlling admissions/ attendances
	E
	App form/Int

	Data and information retrieval 
	D
	App form/Int

	
	
	

	General level of education with GCSE English and maths
	E
	App form

	First Aid at Work Qualification
	D
	App form

	3. SKILLS/KNOWLEDGE
	
	

	Leisure facility and Children’s Centre operational programming and health and safety procedures
	E
	App form/Int

	Personal qualities
	E
	Interview

	Self organiser
	E
	App form/Int

	Flexible
	E
	Interview

	Personal presentation
	E
	Interview

	Acting on initiative
	E
	App form/Interview

	
	
	

	4. PERSONAL QUALITIES
	
	

	Enthusiastic
	E
	Interview

	Attention to detail
	E
	Interview

	Team player
	E
	Interview

	Motivator
	E
	Interview

	Flexibility
	E
	Interview

	Customer focused 
	E
	Interview
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