Person Specification

Personalisation Support Officer: Community Care and Personalisation Team
1.
Qualifications and Training

Essential:  Professional or personal experience of Health and Social Care or professional experience of recruitment processes
Means of Assessment: Job Application Form, certificates of qualification/achievement, interview, and references
2. 
Experience of:

Essential:

· Using Microsoft Office or similar Windows operating system

· Establishing and maintaining administrative and clerical systems
Desirable:

· Working with databases and spreadsheets

· Production of information and reports

Means of assessment: Interview Job Application Form and references

3. 
Skills, Knowledge and Abilities:

Essential:

· Oral and written communication skills

· Calm and empathetic 

· Word Processing and IT skills

· Organisational skills

· Ability to deal with people face to face and on the phone

· Ability to prioritise

· Ability to work on own initiative

· Customer/ Service User focus
· Excellent attention to detail

· Flexible and adaptive approach

· Ability to work under pressure to tight deadlines

· Team player

· Self-confidence and assertiveness

· Drive and self-motivation
· Knowledge and understanding of the issues that disabled people and their carers face

· Basic awareness of safeguarding
Means of Assessment: Job Application Form, interview, references, and practical test
