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	For and on behalf of:            
	<CLIENT NAME>

	JOB SPECIFICATION 



	JOB CODE:
	
	DATE:    
	

	JOB TITLE:   
	
	DEPARTMENT / LOCATION:
	

	COMPILED BY: 
	
	CONTACT NAME:
	

	OFFICE ENVIRONMENT: 

Environment: Non Smoking, open plan offices / own office.  

Hours: Standard working day: 9 – 5.30.

Overtime: 

Dress code: smart casual.

Atmosphere: 
	REQUIREMENTS: 

Overall Summary of requirements: 

Car : company / own + mileage / allowance

Mobile phone : provided / own + cont. to bill paid

Expenses: company credit card / claim sheet

Location: Office only / need to travel 



	PERSONAL:  Candidate profile:


	SALARY: Package:  Basic ** depending on experience, bonus, pension, holidays, health club, Death in Service Insurance, Medical Insurance



	OVERALL PURPOSE OF JOB:

	Team role, management, day to day requirements or weekly/monthly expectations. 



	KEY RESPONSIBILITIES / TARGETS / GOALS / ACCOUNTABILITIES:



	ORGANISATION – Independent Company.  Subsidiaries / Sister Companies
Chairman / Board Members: / Managing Director / Non exec Directors 

Company Web Site: www.              – Candidate: Please research this website for more information.

Summary of Client Services:

Mission Statement:



	KEY CONTACTS: 

	INTERNAL: 

Direct Line Manager :

Operations Support : 

Directors : 

Team Members : 

EXTERNAL:

Suppliers, clients: 



	ENTRY CRITERIA


	Basic IT skills: MS Office: Word Excel, Power point, Outlook.  

Advanced IT : Database – basic, advanced, build, manage, load, enhancement, 

contact management software, analysis software, counts tools, other?

Education: O’Levels, A’levels, Degree required, IDM Diploma, other.

Training : Management, IT, Marketing, other.

Training provided by Company :  

Experience required :  No of years experience, areas of experience. 

Organisational skills :  Attention to detail, time management skills etc.

Communication skills : Able to communicate information effectively / client relationship skills / supplier management skills etc.

Commercial awareness: 
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