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Person Specification

	Job Title:   Assistant HR Officer
	Function:  Human Resources (HR)

	
	Region:     Global – based in Sandbach


	Criteria
	Desirable
	Essential
	A
	B
	C

	Knowledge and

Qualifications

	
	Good computer skills (excel, outlook etc)
	x
	x
	

	
	
	Good numeric and word skills
	x
	x
	

	
	
	Minimum English and Maths

GCSE ‘C’ grades or equivalent
	   x
	
	

	
	Further education qualification
	
	   x
	
	

	
	HR qualification
	
	   x
	
	

	
	International HR knowledge
	
	x
	x
	x

	
	
	Good knowledge of UK law
	x
	x
	x

	
	
	
	
	
	


	Criteria
	Desirable
	Essential
	A
	B
	C

	Experience


	
	Administrative/office based experience
	x
	x
	x

	
	Worked in fast paced environment
	
	x
	x
	

	
	Shipping/Logistics experience
	
	x
	
	

	
	Tank container experience
	
	x
	
	

	
	
	HR experience
	x
	
	

	
	
	Dealing successfully with people
	x
	
	

	
	Global experience
	
	x
	
	

	
	Experience of working/living in a different country.
	
	x
	
	

	
	Training experience
	
	x
	
	

	
	General HR advisory experience in UK law
	
	x
	x
	x

	
	Start to finish Recruitment and Selection experience
	
	x
	
	x

	
	
	HR system experience (particularly if BambooHR)
	x
	
	x


	Criteria
	Desirable
	Essential
	A
	B
	C

	Skills / Abilities
	
	Good word and numerical skills
	x
	x
	x

	
	
	Organised
	
	x
	x

	
	
	Good written and verbal English skills
	
	x
	x

	
	
	Fluent in English
	x
	x
	x

	
	Other languages in countries M&S operates.
	
	x
	
	

	
	
	Good at problem solving
	
	x
	x

	
	
	Respond in an accurate and timely fashion
	
	x
	x


	Criteria
	Desirable
	Essential
	A
	B
	C

	Personal Attributes


	
	Proactive & credible
	
	x
	x

	
	
	Able to multitask
	
	x
	x

	
	
	Good with interpersonal relationships/People person
	
	x
	x

	
	
	Ability and desire to travel occasionally to other global sites if required
	
	
	x

	
	
	Good confident communicator, friendly
	
	x
	x

	
	
	Caring & supportive of others’ needs
	
	x
	x

	
	
	Absolutely confidential
	
	
	x

	
	
	Strong desire to be developed
	
	
	x

	
	
	Hardworking and reliable
	
	
	x

	
	
	Confidence in own ability
	
	
	x

	
	
	Flexible/Adaptable to differing service needs according to laws, culture and Managers
	
	
	x

	
	
	Team Player and supportive
	
	
	x

	
	
	Helpful with ‘can do’ approach 
	
	
	


Evidenced by 
A – CV, B – Test,  C – Interview


