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PERSON SPECIFICATION

	Job Title:
	Post No: 
	Grade:

	Customer Services Officer
	
	HC05

	Directorate:


	Division/ 

Department:
	Section/

Location:

	Strategy & Transformation
	Customer Services 
	Blueschool House, Hereford


	All candidates will be considered on their ability to meet the requirements of the person specification
	Requirements
	Method of Assessment*

	Experience
	· Experience of working in a Customer Service environment 

· Experience in using a customer relationship management system 

· Experience of providing information to the public 
· Experience of applying relevant legislation related to the handling of information in a public sector environment
· Experience of managing relationships between officers and the public 

· Experience of data management systems, including the inputting of accurate information to generate quality data for performance and management reports 

· Experience of working to deadlines 

· Experience of working with confidential and sensitive information 

· Experience of partnership working 

· Understanding of working in a political environment 


	Application/

Interview 

	Skills and Abilities

Including personal attributes. Consider if project management skills are needed.  
	· Commitment to the delivery of effective and excellent customer service

· Excellent communication skills

· The ability to solve problems, exercise sound judgement and make decisions

· Excellent interpersonal skills with the ability to develop and sustain relationships with a variety of people both within and external to the organisation 
· The ability to deal sensitively and appropriately with members of the public, council employees and elected members. 

· The ability to empathise at an emotional level 

· The ability to self-organise and prioritise, co-ordinate and schedule work loads 

· The ability to work independently without supervision or support 
· The ability to respond positively to changes in the working environment and to deal effectively with work pressures when they arise 

· Ability to solve problems logically, and make appropriate decisions 


	Application/

Interview

	Qualifications and Training

	· A minimum of 4 GCSE subjects at grade 4 and above including English language, or equivalent level of knowledge 
· Customer Service qualification or relevant experience  

· ECDL or IT qualifications or an equivalent level of competency 
· Possess or be willing to study for a suitable qualification relevant to customer services 
· Should be able to demonstrate recent and continuing professional and personal self-development 


	Application/ Interview

	Other Factors

Eg. ability to work shifts, physical requirements (with adaptations where appropriate), ability to drive or to travel around the county
	· Willingness to work outside of normal working hours to meet the demands of the service
· To be able to travel to various locations in the county where service requires
· Commitment to council’s ethos of equality and inclusion.

	Application/

Interview



*Method of Assessment: AF = Application Form; I = Interview; P= Presentation

	Line Manager Name:
	Date:

	Amy Talboys and David Pryce 
	08/07/2025

	Date person spec last reviewed:
	

	08-07-2025
	



