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PERSON SPECIFICATION:  SENIOR SUPPORT OFFICER                                                   POST REFERENCE: 107300
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.


	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)


	· Educated to NVQ Level 3 or equivalent in Business Administration, RSA, Word Processing or equivalent (F)
· Evidence of data processing including recording information for statistical and evaluation purposes (F) (I)
· Evidence of Continuous Professional Development (F) (I)
· Knowledge of Microsoft Office applications including Word, Excel, Access, PowerPoint, and Outlook (F) (I)

	· Marketing qualification (F)

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

	· Work or other relevant experience


	· Experience of working in an administrative function role (F) (I)
· Demonstrable experience of maintaining electronic diaries using Microsoft Office (F)
· Experience in producing marketing and publicity materials, including maintaining websites (F) (I)
· Demonstrable experience of using Integra (F)


	· Experience of working with schools, children and young people, parents, carers and the wider community (F) (I)


	· Skills, abilities, knowledge and competencies


	· Clear communication skills – written and oral (F) (I)
· Setting up meetings and events and preparing agendas and minutes (F) (I) 
· Proven ability to work on own initiative and provide solutions to problems (I)

· Proven ability to work to deadlines and prioritise own workload (F) (I)

· Demonstrates effective organisational skills and concern for high standards (F) (I)
· IT skills, Microsoft Office Applications (F) (I)

	tieodeo



	· General competencies
	· Customer focussed with an approachable, friendly and helpful manner (F)
· Demonstrates ability to work with colleagues in a co-operative and supportive way (F) (I)
· Demonstrates a professional approach in all circumstances (F) (I)

	

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


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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(e

<

HARTLEPOOL
'BOROUGH COUNCIL.





[image: image2.jpg]