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Person Specification

This form lists the essential and desirable requirements needed in order to do the job. 


Applicants will be shortlisted solely on the extent to which they meet these requirements.



	Competency


	Criteria


	E/D

	Knowledge and experience
	Educated to degree level or equivalent, with English and Maths GCSE or equivalent

Experience and good knowledge of MS Office

Experience of maintaining and implementing administrative systems

Experience of directly supporting colleagues with a wide range of tasks

Previous higher education experience or interest and proven ability to develop a deep understanding of administrative and operational processes within a similar context

Experience of working in a PA/EA role
	E

E

E

E

E

E

	Communication
	Experience of dealing with face to face, telephone and email enquiries from students/clients/customers

Strong written and oral communication skills, including the ability to write and convey specialist information in a clear, concise and accurate manner to and for a wide range of people

Experience of diagnosing the needs of clients and recommending the most appropriate service or source of information

Proven ability to share information with colleagues and stakeholders proactively
	E

E

E

E

	Teamwork and motivation
	Experience of participating in and making a contribution to a team
Examples of learning effectively from colleagues and suggesting new approaches where appropriate
Sensitivity to feedback from colleagues and potential opportunities for service improvements
	E
E

E

	Liaison and networking
	Ability to maintain effective working relationships
Experience of day-to-day liaison with a range of stakeholders, internally and externally
	E
E


	Service delivery
	Experience of providing a high-quality, professional standard of service
Evidence of having helped to design and implement processes, systems and policies  
Experience in providing project support

Evidence of servicing meetings including writing and disseminating minutes clearly and accurately
	E

E
E

E

	Decision making
	Proven ability to consult effectively and to make recommendations and/or to take independent decisions as required
	E

	Planning and organising resources
	Experience in diary and scheduling management for individuals or teams

Experience in basic human resource administration
Ability to organise and prioritise own work load and meet deadlines
	E

E
E


	Initiative and problem solving
	Proven ability to use initiative and creativity when addressing

difficult situations, or when an immediate solution is not apparent
	E



E – Essential: requirements without which the job could not be done.

D – Desirable: requirements that would enable the candidate to perform the job well.
Job title: Operations Assistant (Executive Support and Finance)	 








Department/Division: LSE Careers        Accountable to: Operations Manager











