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PERSON SPECIFICATION

Job Title: Probate Administrator
Department: Probate
Responsible to: Probate Team Leader

Experience Required

Essential:
e Administration experience.
e Ability to work as part of a team and after training, without direct supervision.
e Call handling.
e Good organisational and customer service skills.

Desirable:
e Knowledge of Probate.
e Experience with legal case management systems.

Skills Required

e Excellent Admin and organisational skills.

e Excellent IT skills.

e Comfortable with using computerised systems.

e Excellent attention to detail.

e You will need to be conscientious.

e You will be a good communicator, confident on the phone and writing emails.
e Competent with diary management.

e Good inter-personal skills and understanding manner.

e Positive “can-do” mature attitude.

Other Requirements

Essential:
e Self-motivated, proactive and friendly team player.
e Flexible individual who is able to respect and support others within the team.
e Commitment and loyalty to the organisation’s values & mission.

This person specification will be reviewed and updated annually in consultation with relevant staff.
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