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PERSON SPECIFICATION:
Business Support Manager 
	Qualities
	Essential
	Desirable

	Competencies
	Excellent organisational, interpersonal and communication skills, with a customer focus.

Be an effective problem solver, who can work on own initiative.

Able to plan and manage own workload to achieve deadlines.

Ability to work within a busy pressured environment.


	

	Experience
	A thorough knowledge of customer service principles and practice is essential. 
Experience in leading and co-ordinating a telephone contact centre and running reports from contact centre software packages
Computer literate in Microsoft Word, Excel, Outlook and Access.

Performance Management working to targets.

Highly numerate and literate and have precise attention to detail.

Experience of developing effective working relationships within a varied customer and partner group.

Ability to work individually or as part of a team.
	2 years relevant social housing experience.

Customer Service qualification

Have coaching skills & experience

Understanding of Social Housing issues


	Commitment
	To provide the best possible service to customers and tenants of the company.


	

	Qualifications
	A good standard of higher education.

	

	Special Conditions
	Willing to work outside normal working hours if required.
	

	Other Attributes
	Self motivated.

Drive and commitment.

Ability to work within a pressurised environment.
	


