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 Person Specification
Human Resources Assistant (Bilingual) 
	
	Essential
	Desirable

	Qualifications
	
	

	· Level 2 qualification in Business Administration (or equivalent)

     and/or relevant experience
	*
	

	· Level 2 qualification in English (eg. GCSE or equivalent)
	*
	

	· Level 2 qualification in Mathematics (eg. GCSE or equivalent)
	*
	

	· IT Literate equivalent to level 2 with working knowledge of MS

     Word and Excel
	*
	

	· Experience of working in a customer service 

     environment
	
	*

	· Understanding of HR issues
	
	*

	· Experience of data entry
	
	*

	· First Aid Certificate (training provided)
	
	*

	Circumstances
	
	

	· Able to travel as needed to fulfil the requirements of the post
	*
	

	· Able to work flexibly, including early mornings, evenings and weekends where required
	*
	

	Personal Skills
	
	

	· Organised and methodical
	*
	

	· Excellent time management skills
	*
	

	· Excellent customer care skills
	*
	

	· Excellent administrative skills
	*
	

	· Able to resolve problems 
	*
	

	· Able to work independently and as part of a team
	*
	

	· Able to deal with conflict
	*
	

	· Attentive to detail and accurate
	*
	

	· Able to work to deadlines
	*
	

	Interpersonal Skills
	
	

	· Able to respect confidentiality
	*
	

	· Excellent communication skills – oral and written
	*
	

	· Able to communicate in Welsh *
	*
	

	Personal Attributes
	
	

	· Commitment to Quality
	*
	

	· Commitment to Continuous Professional Development
	*
	

	· Commitment to Diversity
	*
	

	· Commitment to Corporate Values
	*
	

	· Diplomacy
	*
	

	· Motivated
	*
	

	· Reliable
	*
	

	· Integrity
	*
	

	· Professional
	*
	


* Candidates should have the ability to conduct a conversation and answer questions at a fluent level.  Welsh reading and writing skills are also required.    
