[image: image1.png]I
FAIRFIELD
INDEPENDENT

HOSPITAL
St #&L&M




Person Specification 
Post: Purchasing/ Stores Administrator.
	Qualifications
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT


	5 GCSE’s, Maths and English
	(
	
	Application Form

	Work related training/development.
	
	(
	Application Form

	IT i.e. Word, Excel
	
	(
	Application Form

	Experience

	

	
	

	Experience in stock/ purchasing control
	(
	
	Application Form and Interview

	Skills and Abilities

	
	
	

	Attention to detail

	(
	
	Application Form and Interview

	Proficient in using IT stock/ purchasing systems

	(
	
	Application Form and Interview

	Excellent I.T. skills including creating and updating spreadsheets
	(
	
	Application Form and Interview

	Excellent interpersonal skills 


	(
	
	Application Form and Interview

	Excellent timekeeping


	(
	
	Application Form and Interview

	Adaptability/flexibility and reliable


	(
	
	Application Form and Interview

	Ability to multi-task


	(
	
	Application Form and Interview

	Work within a quality management system such as ISO 9001
	
	(
	Application Form and Interview

	Ability to handle queries efficiently with tact and understanding


	(
	
	Application Form and Interview

	Ability to lift and move heavy items


	(
	
	Application Form and Interview

	Ability to work under pressure


	(
	
	Application Form and Interview

	To assist with stock takes
	(
	
	Application Form and Interview

	PERSONAL QUALITIES

	
	
	

	Neat, tidy and presentable
	(

	
	Application Form and Interview

	Can Do attitude


	
	
	

	Pleasant and helpful
	(
	
	Application Form and Interview

	A commitment to promoting equality and diversity in the workplace and in service delivery and development
	(
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