
PERSON SPECIFICATION 

 

ADMINISTRATION APPRENTICE (PLANNING) 

 ESSENTIAL DESIRABLE  

Education and Key Knowledge Minimum of 3 GCSEs or 
equivalent. 
 
Show a willingness and desire 
to consistently perform tasks 
successfully. 
 

Knowledge of planning service. 
 
Knowledge of software relating 
to the processing of planning 
applications. 
 
Cartographic/graphic skills. 

Relevant Skills and Experience 
 

Have the technological skills 
necessary to perform data 
entry. Basic understanding of 
computer software, browsers 
and operating systems.  
   
Familiar with Microsoft Office 
products. And other office 
equipment i.e. printers, copiers, 
scanners. 
 
Detail orientated with good 
time management and 
organisational skills. 
 

Experience of working within a 
local government planning 
service. 
 
Understanding of maps/plans 
and associated scales. 
 
Experience of scanning 
documentation and capturing 
to document management 
systems. 
 
Knowledge of the Data 
Protection Act and General 
Data Protection Regulations . 

Key Competencies 
 

Change Orientation and 
Management  
 

 
 

Is willing to learn and develop 
new skills and take on other 
cultural perspectives. 

 
 

Faces new challenges positively 
and adapts quickly to new tasks 
and situations. 

Work Collaboratively 
 
 
 
 
 
 
 
 
 
 

Works actively with others 
within the team to solve work 
related problems and achieve 
team goals. 
 
Treats people fairly and with 
respect. 
 
Is open and honest with 
colleagues and honours 
commitments made. 

Builds effective and productive 
relationships with other 
business units/departments 
and partners. 
 
 
 
 
 
 
 

Customer Focus 
 
 
 
 
 
 
 

Understands who the service's 
customers are. 
 
Takes ownership of customer 
issues and ensures that they 
are resolved. 
 
 

Understands the diverse 
requirements of different 
customer groups. 
 
Manages conflict of concern or 
need between different 
interest groups. 



PERSON SPECIFICATION 

 

Key Competencies continued 
 
Personal Effectiveness and 
Development 
 
 
 
 
 
 
 
 
 

 
 
Manages own time well, 
prioritising work effectively. 
 
Remains calm and objective in 
stressful situations. 
 
Demonstrates integrity, is 
reliable consistent and open. 
 
 
 

 
 
Works towards win-win 
solutions, achieving outcomes 
acceptable to all. 
 
Strives for continuous 
improvement, encouraging and 
stimulating others to achieve 
high standards. 
 
Takes personal responsibility 
for making things happen. 

Communication 
 
 
 
 
 
 
 
 
 
 
 

Takes time to listen to what 
others have to say. 
 
Contributes effectively in 
meetings. 
 
Maintains confidentiality where 
required. 
 
Shares important information 
promptly with all those who 
need it. 

Listens actively, asking 
questions and clarifying points 
to check understanding. 
 
Presents information in ways 
which promote understanding, 
both orally and in writing. 
 
 
 
 
 

Planning and Organising 
 
 
 
 

Prioritises effectively. 
 
Plans ahead to meet deadlines. 
Identifies people's information 
needs. 

 
 
 
 
 

Analytical Thinking and 
Decision Making 
 
 

Has the confidence to take 
decisions appropriate to own 
level of responsibility and 
authority. 

 
 
 
 

Innovation and Creativity 
 
 

Accepts mistakes as part of the 
learning process, and works to 
avoid a 'blame' culture. 

Seeks alternative and different 
ways towards achieving goals. 

Special Requirements Flexible approach to duties and 
hours. 

 

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

 

 


