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PERSON SPECIFICATION:  SOCIAL CARE OFFICER                                               POST REFERENCE: 101322
	REQUIREMENTS
	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	· Educational/vocational/ occupational qualifications and/or training

· Specific qualifications (or equivalents)


	NVQ 3 in Health and Social Care (F) (I)
Access to transport for work purposes. (F)

	Completed or willing to undertake Law Module (F)

NVQ 4 in Health and Social Care (F) (I)


	· Work or other relevant experience


	Demonstrates a sound knowledge base of roles and responsibilities within Child and Adult Services (I) 


• Demonstrates ability to deal effectively with enquiries from members of the public or other agencies (I) 


• Competent at inputting information on to electronic based information systems and in using I.T systems, including Word and Excel (I) (R) 


• Proven ability to develop and maintain IT systems to provide timely management information (I) 

• Proven ability to work effectively as part of a team (I) (R) 


• Demonstrates ability to record information accurately (I) (R)

 
	• Ability to produce tables and graphs using Word and Excel 
(F) (I) (R) 


• Demonstrates a sound understanding of the importance of policies, procedures and practice within Child and  Adult Services (I) 


Demonstrates knowledge and understanding of the current developments and service pathways within Child and  Adult Services (I)



	ESSENTIAL/DESIRABLE CRITERIA WILL BE VERIFIED BY:   F = FORM           I = INTERVIEW          T = TEST(S)           R = REFERENCE(S)


	REQUIREMENTS



	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	Skills, abilities, knowledge and competencies


	Knowledge of:-

Relevant Legislation  (I)

Assessment Framework  (I)

Policies, procedures and practice guidance in relation to adult’s social care and safeguarding. (F) (I).

Care Management Cycle. (F) (I).

	tieodeo



	General competencies


	Able to demonstrate developed written and verbal communication skills (I) (T)
Commitment to equal opportunities and ability to promote anti discriminatory practice (I) 
Evidence of ability to work effectively in partnership. (I)
	Proven experience to organise and manage workload (I)



	  ESSENTIAL / DESIRABLE CRITERIA WILL BE VERIFIED BY:    F = FORM    I = INTERVIEW    T = TEST(S)    R = REFERENCE(S)


On-going Training Requirements

The post holder will be required to undertake the following mandatory/essential training at the frequency indicated.

	Mandatory/Essential Training
	Frequency

	Mandatory Induction 

Employee Protection Register

H & S (as part of the corporate induction) General office H&S policies

Information Governance

Safeguarding Children 

Safeguarding Adults

Mental Capacity Act 

Prevent Training

Equality & Diversity

IT systems (carefirst/Controcc)

	Within 3 months of start date

Refreshed 2 year

Refreshed 2 year

Refreshed 2/3 years

Refreshed 2/3 years 

Refreshed 3 years

Refreshed 3 years




Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Service (having made reasonable adjustments in line with the Equality Act (2010) where necessary. 
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