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PERSON SPECIFICATION

JOB TITLE: HR Administrator / PA to Chief Operating
Officer
DATE: April 2016
RESPONSIBLE TO: Chief Operating Officer
Qualifications Good level of educational attainment up to A level. Degree

5 GCSEs or equivalent. Passes in Maths and English at grade C or above.

CIPD qualification or working towards this (or equivalent). However, for the
right candidate there will be the opportunity to commence fully funded CIPD
Level 3 training when confirmed in post.
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Abilities Able to quickly develop excellent working relationships with a range of people.

Ability to research information efficiently.

Literate, numerate and articulate.
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