Band E IMB Secretariat Recruitment & Appointment Administrative Assistant
You will be asked to demonstrate the following Competencies:
 
Leading and Communicating
· Put forward their own views in a clear and constructive manner, choosing an appropriate communication method, e.g. email/ telephone/ face to face

· Write clearly in plain simple language and check work for spelling and grammar, learning from previous inaccuracies
· Act in a fair and respectful way in dealing with others 
· Ask open questions to appreciate others’ point of view 

Collaborating and Partnering
· Proactively contribute to the work of the whole team

· Be open to taking on different roles 
· Seek help when needed in order to complete own work effectively
· Get to know fellow team members/colleagues and understand their viewpoints and preferences 

· Try to see issues from others’ perspectives and check understanding 

· Listen to the views of others and show sensitivity towards others 
Managing a Quality Service
· Act to prevent problems, reporting issues where necessary

· Take ownership of issues, focus on providing the right solution and keep customers and delivery partners up to date with progress
· Encourage customers to access relevant information or support that will help them understand and use services more effectively 

· Gain the knowledge needed to follow the relevant legislation, policies, procedures and rules that apply to the job 

· Communicate in a way that meets and anticipates the customer’s requirements and gives a favourable impression of the Civil Service 

· Actively seek information from customers to understand their needs and expectations and manage information appropriately 

Delivering at Pace:
· Work in an organised manner using own knowledge and expertise to deliver on time and to standard 

· Work with energy and pace to get the job done 

· Take responsibility for the quality of own work and keep manager informed of how the work is progressing 

· Remain focused on delivery 

· Maintain consistent performance 

· Participate in quality assurance of products or services 

