
Person Specification

	Job Title:   Project Support Administrator
	Function:  Projects

	
	Region:     Based in Sandbach


	Criteria
	Desirable
	Essential
	A
	B
	C

	Knowledge and

Qualifications

	
	Strong IT skills (MS Office Package- Word, Excel, PowerPoint, Outlook etc.)
	x
	x
	x

	
	
	Strong numerical and word skills
	x
	x
	x

	
	Project related qualification
	Minimum English and Maths

GCSE ‘B’ grades or equivalent
	x
	
	x

	
	Previous experience with project work
	
	x
	
	x

	Criteria
	Desirable
	Essential
	A
	B
	C

	Experience

	Understanding of project lifecycle
	
	x
	
	x

	
	
	Experience of working in administrative/ office environment
	x
	
	x

	
	Shipping/Logistics experience
	
	x
	
	x

	
	Tank container experience
	
	x
	
	x


	Criteria
	Desirable
	Essential
	A
	B
	C

	Skills / Abilities
	
	Good numerical skills
	x
	x
	x

	
	
	Good organizational skills
	x
	
	x

	
	
	Good written and verbal skills
	x
	x
	x

	
	
	Fluent in English
	x
	x
	x

	
	
	Good problem solving  and idea generating skills
	x
	x
	x

	
	
	Good prioritization skills 
	x
	x
	x

	
	
	Ability to work towards set deadlines
	x
	
	x

	
	
	Excellent accuracy skills and attention to detail
	x
	x
	x

	
	
	
Process Driven
	x
	x
	x


	Criteria
	Desirable
	Essential
	A
	B
	C

	Personal Attributes

	
	Positive “can do” attitude
	x
	
	x

	
	
	Ability to multitask
	x
	
	x

	
	
	Ability to work independently
	x
	
	x

	
	
	Good interpersonal skills
	x
	
	x

	
	
	Good communication skills
	x
	
	x

	
	
	Ability to work as a part of a team
	x
	
	x

	
	
	Strong desire to be developed
	
	
	x

	
	
	Self-motivated
	
	
	x

	
	
	Reliable
	
	
	x

	
	
	Responsible
	
	
	x

	
	
	Hardworking
	
	
	x

	
	
	Professional
	
	
	x

	
	
	Adaptable
	
	
	x


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



