PERSON SPECIFICATION: FULL TIME CO-ORDINATOR

HOME-START WESTMINSTER

Families

· Parenting experience (D) 
· Demonstrable knowledge of the needs of children and families (E)
· Demonstrable knowledge of safeguarding children and the ability to supervise volunteers in child protection issues (E)
· Knowledge of current legislation and policies relating to children and families, including mental illness and disability. (E)
· Training and qualification in working with children and families (D)

· Experience of working with and supporting children and families (E) 
· Experience of assessing the range of needs of families in a multi-cultural society (D) 

· Knowledge of Westminster services and resources for families and children as well as a working knowledge of the welfare/benefits system (D)

Self management/personal attributes

· Good interpersonal skills (E)

· An ability to work independently and use initiative as required, whilst working to the common goals of the team. (E)

· A positive and creative approach to tackling tasks (E)

· Understanding of the need for professional confidentiality (E)

· Good written and verbal communication skills (E)

· Negotiating skills

Equal opportunities 

· Experience of and demonstrable commitment to working in a multi-cultural environment. (E)
· Experience of promoting equality of opportunity in the planning and delivery of services (E)
Working with volunteers

· Knowledge of the role of the voluntary sector in supporting families (E)
· Ability to supervise volunteers (E)
· Ability to contribute to and motivate a team of volunteers (E)
Organisational skills

· Experience of working within a budget (E) 
· Ability and experience in planning and delivering training (D)
· Knowledge of working with statutory and voluntary national and local organisations which support families and children. (E)
· Demonstrable ability to communicate effectively with service users, colleagues and referrers and funders (E)
· Experience of planning and delivering services (E)
· Understanding of funding & experience of fundraising for the continuation and development of the scheme, with support and training. (D) 
· Experience of working with a Board of Trustees or similar body. (D)

General

· A good standard of education to degree level and/or equivalent relevant experience (E)
· Demonstrable familiarity with computer technology, particularly Microsoft Office (E)
· Qualifications relevant to the position (D) 
· Able to work flexibly, some evening/weekend work (D)

· Eligibility to work in UK (E)
Please use these headings when writing your personal statement (page 4 of the application form). Applicants will be shortlisted for interview on the basis of the information they provide and the extent to which it meets the person specification. 

(E) are essential attributes, (D) are desirable attributes.


