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Person Specification – Family and Volunteer Coordinator

This form also indicates how the different requirements may be assessed during the selection process:

A = Application Form, I = Interview, E = Evidence

	Person Specification 

	ESSENTIAL
	Method of Assessment

	
	A
	I
	E

	Education and qualifications
	
	
	

	Good standard of education ( GCSE/ NVQ 2/3 or equivalent)
	
	
	

	
	
	
	

	Employment/voluntary History
	
	
	

	Relevant current or previous experience of working with families with complex needs. 
	 
	 
	

	
	
	
	

	Skills and experience
	
	
	

	Ability to prioritise and manage workload to meet targets
	 
	 
	

	Proficient with Microsoft Office, esp Word and Excel
	 
	 
	

	Ability to assess engagement and identify additional support needs or safeguarding concerns
	·  
	·  
	

	
	
	
	

	Supporting families
	
	
	

	Understanding of the needs of families with young children
	 
	 
	

	Knowledge of safeguarding issues
	 
	 
	

	Ability to quickly build trust and rapport with diverse community
	 
	 
	

	Good knowledge of the issues affecting young families in Birmingham
	 
	 
	 

	
	
	
	

	Working in partnership and in the wider context 
	 
	 
	

	Ability to collaborate with other colleagues in the team 
	 
	 
	

	Ability to work effectively with external teams and agencies
	 
	 
	

	
	
	
	

	Self management/personal attributes
	
	
	

	Excellent Interpersonal skills
	
	
	

	A positive and creative approach to tackling tasks
	·  
	 
	

	Commitment to good safeguarding practice 
	·  
	·  
	

	Commitment to equal opportunities/non-discriminatory practice
	 
	 
	

	Understanding of the need for professional confidentiality
	
	
	

	Good written communication skills
	
	
	

	Willing to undertake all relevant training to the role
	
	
	

	
	
	
	

	Special requirements 
	
	
	

	Eligibility to work in the UK
	
	
	

	Have a valid, clean driving licence and a car
	
	
	  

	
	
	
	

	DESIRABLE
	
	
	

	Knowledge of early years’ child development 
	
	
	

	Experience of working with volunteers
	
	
	

	Knowledge of the voluntary sector
	
	
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