Person Specification – Customer Relations Officer
	Attributes
	Essential
	Desirable

	Physical Make Up
	· Presentable 

· Able to communicate with customers /articulate
	

	Attainments
	· O-level or GCSE English and maths or equivalent.
	.

	General Intelligence
	· Good standard of education.
	

	Special 
Aptitudes
	· Excellent letter writing and telephone techniques plus ability to write in different styles depending upon method of communication.
· Able to take ownership of problem and follow through to conclusion.
· Ability to prioritise
· IT Literate
	· Manual Car Licence

	Interests
	
	· User of Public Transport.

· Knowledge of Wallingford and surrounding areas

	Disposition
	· Ability to empathise and deal with matters in a timely manner.

· Team player with good team skills.

· Friendly, trustworthy  

· Able to cope in hectic environment.

· Able to remain confident, calm and patient.

· Able to work unsupervised and use initiative

· Able to diffuse potentially confrontational situations
	· Outgoing 

· Able to gain confidence and respect of new acquaintances.  

	Circumstances
	· Flexible approach to working patterns.

· Able to work additional hours (with notice) according to the needs of the business.
	


