
BUSINESS ADMIN 
ASSISTANT
PERSONAL SPECIFICATION

Essential Desirable How assessed

Experience

1

Computer literate, confident using a range of 
softwares such a Google Workspace, Trello (or 
equivalent project management software) and 
payment processing software such as Sum up

x Application form / 
Interview task

2 Excellent written and verbal communication 
skills with an ability to communicate with a 
diverse range of people either face-to-face, or 
via phone or email.

x Application form / 
Interview/ 
Interview task

3 Experience of solving logistics x Application form/ 
Interview task/ 
Interview

4 Experience of customer service and dealing 
with customer queries, via telephone or email, 
in a timely, positive and helpful manner 

x Application form / 
Interview

5 Experience of using booking systems x Application form

6 Experience of answering customer enquires 
and producing estimates

x Application form / 
Interview/ 
Interview task

7 Experience of sales or marketing either online, 
via telephone, or through ecommerce. 

x Application form / 
Interview/ 
Interview task



8 Experience of Marketing i.e making fliers, Social 
media or Mailing lists

x Application form / 
Interview/

9 Experience of working in either the waste 
management or construction industry

x Application form

10 A local knowledge of Leeds and West Yorkshire x Application form

11 Experience of accounting software e.g. 
Quickbooks with knowledge of basic finance 
administration and credit control

x Application form / 
Interview

12 An ability to create, complete and maintain 
accurate written records and follow policies 
and procedures. 

x Application form / 
Interview/ 
Interview task

Personal Qualities

13 Strong organisational skills x Application form / 
Interview

14 A positive problem solving attitude with a 
methodical approach to work, having good 
attention to detail

x Application form / 
Interview

15 Ability to prioritise workloads and delegate 
tasks appropriately under own initiative

x Application form / 
Interview/ 
Interview task

16 Excellent communicator (written and verbal), 
confident networking and building professional 
relationships

x Application form / 
interview/ 
Interview task

17 Strong team skills, with the ability to work 
collaboratively and cooperatively

x Application form / 
Interview

18 Friendly, respectful and approachable as we 
work with people from a range of backgrounds.

x Application form / 
Interview

19 Understand and demonstrate the value and 
need to ensure people are treated fairly and 
with respect.

x Application form / 
Interview

20 Confidence to upsell our services x Application form / 
Interview



21 Ability to work flexibly and to respond effectively 
to changes in workload

x Application form / 
Interview

22 Experience of office management, support with 
the administration around consumables, 
utilities and stock

x Application form / 
Interview

23 Approachable, Trustworthy and conscientious x Application form / 
Interview

24 Committed to the shared values and mission of 
Leeds Wood Recycling

x Application form / 
Interview

25 A sense of humour and ability to work in an 
unconventional office space

x Application form / 
Interview

Helping us grow:

26 Willing to undertake inhouse and external 
training to learn how LWR works, this includes 
all aspects of the business such as retail and 
collections.

x Application form / 
Interview

27 Enthusiastic to help us grow and develop new 
customers/ services/ income streams to help 
support our social enterprise.

x Application form / 
Interview /

Inspiring and promoting our values:

28 Able to demonstrate an understanding of our 
core values – where we create an open, 
inclusive, safe and welcoming environment for 
all individuals who work alongside us.

x Application form / 
Interview / 

Additional Information

Please refer to these points when completing the application form:

Successful Candidates will be required to: 

Supply proof of identity - full list of documents accepted can be found at 
https://www.gov.uk/government/publications/proof-of-identity-checklist/proof-of-identity-checklist
Evidence of their Right to Work in the UK.
Complete satisfactory DBS criminal records check/s at the appropriate level, upon successful application of 
the position.

https://www.gov.uk/government/publications/proof-of-identity-checklist/proof-of-identity-checklist


Nominate at least two referees*, one of which should be their current or latest employer or their place of 
education if it is their first position.
Verify their qualifications where required.
Prove their professional status/registration where required.
Successfully complete a statutory induction/probationary period where appropriate.

Please note any offer is conditional on all of the above being completed in a timely manner.

Please note we are an inclusive employer and encourage applications from applicants from all backgrounds.


