	Northamptonshire Chamber

	Personnel Specification

	

	Job Title:
	International Trade Coordinator

	

	Department:
	International Trade

	

	Candidate:
	

	

	Date of Interview:
	

	

	Criteria for Selection

	Score

	Essential Criteria
	1
	2
	3
	4
	5
	6

	1. Previous experience of working in an administrative role.
2. Professional and confident communications skills, both written and verbal.

3. Proficient  IT skills including the use of client management systems
4. Excellent attention to detail and accuracy. 
5. Be able to work as a member of a team and as an individual.
6. Flexible attitude to work

7. Willingness to train for International Trade related qualifications

	
	
	
	
	
	

	Essential Totals (X2)
	
	
	
	
	
	

	Desirable Criteria
	
	
	
	
	
	

	1   Basic understanding of export/ import terminology.


	
	
	
	
	
	

	Desirable Totals
	
	
	
	
	
	

	1 - Untested

2 - Unacceptable

3 - Aptitude to perform with training
	4 - Acceptable to perform job

5 - Slightly more than acceptable

6 - Much higher than acceptable
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