
 
PERSON SPECIFICATION 

RESEARCH AND POLICY ASSISTANT 
 

  
ESSENTIAL 

 
DESIRABLE 

 

 
Education and     
Key Knowledge 
      

 

 
Good standard of general education. 
 
Advanced IT skills (including Word, 
Excel, Power Point, Outlook and the 
Internet). 
 

 
Knowledge of Modern.gov. 
 
Minute taking training. 
 
IT qualification. 
 
A general working knowledge 
of local government and the 
main issues and challenges. 
 

 
Relevant Skills and 
Experience 
 

 
Experience of working in 
administration in a busy office 
environment undertaking a range of 
administrative work.  
 
Sound organisational skills, including 
time management and prioritisation.  
 
Ability to work on own initiative or as 
a member of a team. 
 
A confident communicator of detailed 
information with the ability to adapt to 
the needs of and present to different 
audiences, frequently at a senior 
level. 
 
Practical experience in undertaking 
research, report writing and analysis. 
 
Ability to communicate to a high 
standard both verbally and in writing 
to a wide variety of audiences. 
 
Ability to analyse and interpret 
complex data to communicate key 
points clearly. 
Able to deal with confidential 
information. 
 
Able to efficiently maintain manual 
and computerised administrative 
systems. 
 
Able to work as part of a team but 
also use own initiative. 

 
Experience of working in local 
government. 
 
Political awareness. 
 



 

  
ESSENTIAL 

 
DESIRABLE 

 
 

Key Competencies 
 
Planning and 
organising 
The ability to plan, 
prioritise and organise 
work activities, 
including ensuring the 
adequate allocation of 
resources. 
 

 
 
 
Uses information effectively to 
support proposals and conclusions. 
  
Promotes the use of information 
technology to enhance service 
accessibility and delivery. 
 
Prioritises effectively. 
  
Plans ahead to meet deadlines. 
  
Anticipates potential difficulties in 
managing workload and identifies 
solutions. 
  
Identifies people’s information needs. 
  

 

 
 
Gathers information and 
advice from a variety of 
relevant sources. 
  
Presents reasoned arguments 
to secure resources for 
projects to proceed. 
  
 

 
Communication  
The ability to use 
interpersonal skills to 
communicate clearly 
and concisely, 
including the ability to 
recognise and 
understand the 
feelings and concerns 
of others. 
 

 
Contributes effectively in meetings. 
 
Maintains confidentiality where 
required. 
 
Presents information clearly, 
concisely, objectively and accurately. 
 
Shares important information 
promptly with all those who need it. 
 
Gathers information and advice from 
a variety of sources. 
 
Presents information in ways which 
promote understanding, both orally 
and in writing. 
 

 

 
Analytical Thinking 
and Decision Making 
The ability to identify 
problems, to analyse 
information, explore 
and establish key 
issues, relationships 
and patterns within 
data, and to use 
judgement in reaching 
informed decisions. 

 
Has the confidence to take decisions 
appropriate to own level of 
responsibility and authority. 
 
Takes informed decisions. 
 
Ability to undertake statistical 
analysis using appropriate IT 
systems. 
 

 



 

  
ESSENTIAL 

 
DESIRABLE 

 

 
Customer Focus 
The ability to work 
collaboratively, in 
teams and with 
partners, both inside 
and outside the 
organisation, to 
achieve common 
goals and to improve 
the quality of service. 
 

 
Understands the diverse 
requirements of different 
customer/stakeholder groups and 
manages conflict of concern or need 
effectively between those groups. 
 
Takes ownership of customer issues 
and ensures that they are resolved. 
 
Uses feedback to identify and 
implement ways of improving 
customer service. 
 
Understands who the Service’s 
customers are, and their relevant 
requirements from own area of 
operations and its services. 
 
Considers customer feedback and 
anticipates future customer 
requirements. 
 

 

 
Special 
Requirements 
 

 
Flexibility in terms of hours and 
duties. 
 
Self-motivated and able to work with 
minimum supervision. 
 
Flexible approach to attendance at 
meetings and willing to travel to and 
attend meetings/events out of hours 
at various locations within the 
Borough.  

 

 
 

 
Equality 

 
Acceptance of and commitment to 
the principles underlying the 
Council’s Equal Opportunities Policy. 

 

 

 
 
 


