
 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

                                                                               



 

PERSON SPECIFICATION 
FORM
 

Essential Desirable Assessment Method 
A- Application 
I- Interview 
T- Test 

Qualifications    
Minimum C grade passes GCSE Maths/ 
English or equivalent 

*  A/I 

CIPD L7  * A/I 

Experience and Knowledge    

Experience of producing accurate and 
complex employment/contractual 
documentation and correspondence 

*  A/I 

Experience of maintaining comprehensive 
records 

*   

Working knowledge of HR policies and 
procedures. 

 * A/I 

Up to date knowledge of employment law  * A/I 

Knowledge of ISO quality procedures  * A/I 

Previous experience of the construction 
industry 

 * A/I 

Abilities and skills    

 
Clerical and administrative skills 
 

*  A/I 

Ability to provide basic advice on 
employment terms, conditions, policies and 
procedures 
 

*  A/I 

Ability to communicate effectively with 
internal and external contacts at all levels. 
 

*  A/I 

Ability to build effective relationships with 
line managers and employees in all levels 
of the business. 
 

*  A/I 

Able to work effectively under pressure and 
meet tight deadlines 

*  A/I 

Ability to compose and produce standard 
letters and reports using IT applications 
(Word, Excel, Outlook, HR System. 
 
 

*  A/I 

Ability to deal sensitively and appropriately 
with confidential information. 

* .  

Organisational skills and ability to multi 
task. 

*  A/I 

Ability to undertake routine calculations *  A/I 

Ability to undertake notes/minutes at 
meetings 

*   

Personal Qualities    

Friendly & Approachable *   

Positive and solution focussed *  A/I 

Self-motivated *  A/I 

Capacity to prioritise tasks and ability to 
work under pressure. 

*  A/I 

Ability to manage own caseload *  A/I 

Flexibility & adaptability to changing 
workload 

*  A/I 

Good telephone manner *  A/I 

Strong work Ethic *  A/I 


