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PERSON SPECIFICATION 
This form lists the essential and desirable requirements needed in order to do the job.

	Job Title: 


	Equine Client Coordinator
	Job ref no:
	CSS-0033-26

	Grade: 

	3 
	Department:
	CSS Equine Referral Hospital 

	Accountable to: 
	Administration Manager
	Responsible for:

	N/A

	PS created by/ or reviewed by:
	Claire Maughan
	Date PS created/ reviewed:
	27/01/2026


	Evidence

	Competency
	Essential
	Desirable

	Knowledge and Experience

	Five GCSEs at grade C and above which must include English language, maths, and a science subject.

A good understanding of Equine anatomy and physiology.

Able to demonstrate an eye for detail and produce consistently accurate work.
Experience of dealing with credit card transactions, petty cash, insurance claims and aged debt
	Experience of working in an equine veterinary environment.
Local knowledge of livery yards.

Customer care qualification.
Experience of record management.

Experience of accounts and credit control.


	Communication

	A high standard of spoken and written English, and the ability to communicate complex or specialist information to other members of staff, students, or clients.

Sound negotiating and influencing skills.

Ability to record and document clear accurate information/instructions.
	

	Initiative and Problem Solving

	Ability to assess situations and act quickly and decisively.

Ability to show initiative.
	

	Service Delivery 

	Ability to ensure delivery of exceptional customer and patient care.

Demonstrate understanding of the importance of infection control.
Awareness of the need to maintain client confidentiality and adhering to GDPR 

	Experience of clinical governance programmes.

	Teamwork and Motivation


	Positive and enthusiastic contributor to team and individual tasks.

Ability to motivate yourself and work on your own initiative.

Flexible with an ability to respond positively to an ever-changing environment.

Ability to be calm and assertive under pressure.
	

	Planning and organising

	Ability to work in an organised and efficient manner, together with the ability to plan, organise and prioritise own work to meet objectives effectively. 
	

	Decision Making
	Capable of making decisions with supervision.
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