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PERSON SPECIFICATION:	

Project Co-ordinator

	Qualities & Competencies
	Essential
	Desirable


	Qualifications 
	A good standard of education (minimum of GCSE level Maths and English or equivalent) 

	


	Experience 

	Developing effective working relationships with a varied customer group

Performing varied administrative functions in a busy office environment


	
Social housing or similar regulatory environment

Creating administrative procedures and systems

Experience of working in a project delivery/office environment

	Knowledge, Skills & Abilities
	Excellent administrative, 
organisational and interpersonal skills

Highly numerate with excellent verbal and written communication skills and precise attention to detail

A proactive and solutions-focused mindset

Confidence in taking ownership, working independently, and supporting a dynamic team

An effective problem solver who can work on own initiative

Strong organisational and multitasking skills

Able to develop excellent working relationships with staff at all levels, Board members and stakeholders

Comfortable managing contractors, suppliers, and external partners

Proven ability to coordinate across multiple projects and stakeholders

Able to work with tight deadlines, competing priorities and workload fluctuations

Computer literate and conversant with Microsoft Office applications (e.g. Outlook, Word, Excel, SharePoint and Teams), 

Ability to identify own skill gaps and request training where required

To providing the best possible service to internal and external customers

To maintaining confidentiality at all times

Willing to work outside normal working hours if required

Diplomacy, tact, patience, flexibility

Proactive, creative and resourceful

Empathy with Teign Housing’s role as a charitable housing provider

	Computer literate in PowerPoint

	Core Competencies: 

Customer Focus:








Communication:






Critical thinking:




Flexible and adaptable:




Lead and manage:





Teamwork:
	

Seeks out customers' input to better understand their needs; develops ideas for how to meet those needs. Follows up to ensure intended actions are accomplished and results are achieved.

Take steps to keep others informed about what they need to know. Approachable, personable, able to form positive relationships 

Challenge the way things are currently done and the way opportunities and problems are approached

Adopt a practical approach to achieve the required results 

Create, gain agreement for, and implement actions to achieve the business aims of Teign Housing 

Work effectively with others and ensure team objectives are met 
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