[image: image1.jpg]




	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Knowledge

Good general education demonstrating numeracy and literacy.
Knowledge of anti-discriminatory practice.

Willingness to undertake training and acquire knowledge of childcare social service provision (eg looked after children, children in need, child protection and adoption).

Knowledge of child development.

Knowledge of referral pro cesses and workflows.

Knowledge of sensitivity of information around records involving children and their families.

Skills
Excellent interpersonal skills

Ability and motivation to work on own initiative.

Ability and skill to manage and cope with challenging behaviour.

Ability to work under pressure.

Organised and methodical in all practice.

Good communication skills.

Ability to work within a clear policy of confidentiality.

Ability to meet deadlines in accordance with agreed procedures.

Excellent keyboard/computer skills.

Flexible and adaptable.

Ability to relate well to others and work effectively in a team.

Disability awareness.


	Knowledge of childcare social service provision (e.g. looked after children, children in need, child protection and adoption).
	Application Form and Interview.
Application and Interview

	Qualifications and Training
	NVQ Level 2 or equivalent in an admin/business related discipline.
RSA 1 Typing/Text/Word Processing or equivalent.

Certificate in Excel/Spreadsheet or data storage systems.


	NVQ Level 3 or equivalent in a admin/business related discipline
RSA ll Typing/Text/Word Processing or equivalent.


	Application and verify at interview.

	Experience
	Significant experience of working directly with the public.
Extensive experience of establishing administrative systems. 

Experience of demonstrating emotional resilience to deal with distressing situations and/or highly sensitive personal information.


	Extensive experience of using all aspects of Microsoft Office including Excel spreadsheets
Experience of Social Care Recording on electronic systems.

Experience of working with the public in a social care setting.


	Application, Interview and references.

	Special Requirements
	DBS required for this post as managing personal confidential electronic information.

	
	


	Section 3 Job Evaluation Pro Forma

	This section will allow for easier and quicker job evaluation of your post and ease of matching candidates from the new personal profile



	Interpersonal Skills

Interface with public; adopters and birth families.

Integral member of the adoption support team so needs to work well with others and practice reciprocal support.

Manage challenging and difficult behaviour – sometimes angry; frustrated people present to the service and this needs calm, understanding, respect and assertiveness.  



	Decision Making

Interface with public to signpost to other services; accept referral information and pass to relevant individuals. Telephone, written and face to face interactions.
Making repetitive decisions on the suitability of information passed from all parties in the post box exchanges.  This will be explained and processes are in place for making decisions and if decision is unclear or complicated then this will be passed to a Social Worker and or Manager for a decision.  

Clear decision making in posting sensitive and confidential information to recipients requires attention to detail and checking information. Where complicated passing to others for social work decision. 



	Physical skills

Office based work; minor moving and handling of files/documents; cabinets and cupboards.

	Responsibility for Supervision

None


	Responsibility for Finance

Petty cash is used within the office and arrangements may be in place for this to be part of the role – handling only not responsible for accountancy or approval of spend.


	Work Conditions

Office based with occasional visits to other offices.
Flexible working conditions – office hours are set up to provide comprehensive cover for office hours.  There may be occasional reasons for work outside office hours.


Person Specification 
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