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PERSON SPECIFICATION 
 
	CRITERIA 
	ESSENTIAL / DESIRABLE 
	HOW TO BE MEASURED 

	QUALIFICATIONS 

	NEBOSH / IOSH or equivalent Health & Safety qualification  
	D 
	Application 

	KNOWLEDGE & EXPERIENCE 

	Experience of people management 
	E 
	Application / Interview 

	Experience of managing projects 
	E 
	Application / Interview 

	Experience of budgeting and financial management  
	E 
	Application / Interview 

	Experience of managing stakeholders / third parties / contractors, to achieve a common goal 
	E 
	Application / Interview 

	Facilities management experience 
	E 
	Application / Interview 

	Health & Safety experience 
	E 
	Application / Interview 

	Experience of risk management 
	E 
	Application / Interview 

	Experience of people management 
	E 
	Application / Interview 

	SHARED VALUES AND BEHAVIOURS 

	Service 
We support and serve. We are compassionate. We provide great customer care to all the people who come into contact with us. We are accountable and act with integrity.  
 
Collaboration 
We value working together and with partners to achieve shared goals. Through strong communication and support, we build trust with each other and treat everyone with respect and honesty. 
 
Passion 
We are passionate about our role and contribution. With a positive outlook we are resilient and committed to our work. 
 
Excellence 
We strive to be the best we can. We are effective and efficient. We are bold. We are open to new ideas and approaches, challenge each constructively and are willing to learn. 
 
Valuing our People 
We support, encourage and provide opportunities for all our people – ensuring we recognise and value everyone’s contribution. 
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	SKILLS & ATTRIBUTES 

	Proficient in Microsoft Office 365 
	E 
	Application / Interview 

	Stakeholder management – ability to engage effectively with a range of audiences 
	E 
	Application / Interview 

	Effective financial management skills, including budgeting / cost forecasting, purchase order management, invoice and expenditure tracking 
	E 
	Application / Interview 

	Ability to communicate effectively both verbally and in writing 
	E 
	Application / Interview 

	Effective interpersonal skills – able to engage effectively with a range of audiences 
	E 
	Application / Interview 

	Strong planning and organisational skills with the ability to work effectively under pressure 
	E 
	Application / Interview 

	Strong team player able to work effectively with diverse groups 
	E 
	Application / Interview 

	Proactive self-starter, able to use own discretion and work unsupervised  
	E 
	Application / Interview 

	Professionalism, discretion and sound judgement 
	E 
	Application / Interview 

	Empathy with mission, objectives and values of Poppyscotland and Lady Haig Poppy Factory 
	D 
	Application / Interview 
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