	PERSON SPECIFICATION



	CRITERIA
	RANK
	HOW IDENTIFIED

	Qualifications / Education
	
	

	Level 3 Admin/Business qualification
	Essential
	Application Form

	Experience
	
	

	Experience of office administration.  Word/Excel/Access
	Essential
	Application Form, Test and Interview

	Experience of working with older people
	Desirable 
	Application Form and Interview

	Experience of community work
	Desirable 
	Application Form and Interview

	Experience of budget monitoring/accounts (use of SAGE)
	Essential
	[bookmark: _GoBack]Application Form, Test and Interview

	Experience of target monitoring
	Essential
	Application Form and Interview

	Experience of taking minutes at meetings
	Desirable
	Application Form and Interview

	Experience of submitting reports/figures to agreed timescales/deadlines
	Desirable
	Application Form and Interview

	Skills / Knowledge / Abilities
	
	

	Knowledge of the Community and Community Services
	Desirable
	Application Form and Interview

	Computer Literate with word processing skills
	Essential
	Application Form and Interview

	Can communicate confidently and clearly both orally and in writing
	Essential
	Application Form and Interview

	Awareness of issues facing older people
	Desirable 
	Interview

	Personal Qualities
	
	

	Confidence, energy and enthusiasm
	Essential
	Interview

	Sensitive to the needs of older people
	Essential
	Interview

	Team worker, but able to work on own initiative
	Essential
	Interview

	Circumstances
	
	

	Ability to work flexibly and out of hours occasionally and attend evening meetings / events.
	Essential
	Interview

	Friendship at Home Values
	
	

	Understand and share the values of the organisation
	Essential
	Interview

	Equal Opportunities
	
	

	Full commitment to Equal Opportunities and anti-discriminatory working practices
	Essential
	Interview

	Health and Safety
	
	

	Positive attitude to Health and Safety
	Essential
	Interview


	Special Requirements
	
	

	Full Driving Licence and use of a vehicle
	Desirable
	Application / copy

	Criminal Records Disclosure at Enhanced Level. 
	Essential
	Application and Interview



