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CHILDREN, ADULTS AND HEALTH
PERSON SPECIFICATION

POST TITLE:

Service Co-ordinator
GRADE:


Band 5
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· NVQ Level 3 or equivalent competency based qualification 

	· A Social Care or related field qualification at NVQ Level 4 standard or equivalent
· Information Technology qualification 
	· Application form

· Certificates



	Work Experience


	· Experience of working with adults with care and support needs, ideally having worked in a social care team or similar setting.  This may include people with a learning disability, autism, older people and people with physical and mental disabilities

· Experience of working in a setting with direct customer contact, giving information and advice to customers

· Experience of supervising staff 

· Experience of accessing electronic information sources


	· Experience of working with a local authority assessment and care management setting
· Experience of working within a multi-disciplinary team
	· Application form

· Interview

· References



	Knowledge/

Skills/

Aptitudes


	· Able to maintain confidentiality at all times

· Ability to communicate effectively, demonstrating empathy, effective active listening and questioning skills to a very high standard

· Excellent IT skills

· Effective time management skills and planning skills ensuring deadlines are met

· Effective problem solving skills
· A good working knowledge and ability to use information technology and related systems, such as Microsoft Outlook, Microsoft Word, Excel and the Internet  
	· Knowledge of Data Protection and Freedom of Information legislation


	· Interview

· References

· Selection Exercise

	Disposition


	· Proactively looks for ways to improve the service by seeking customer feedback

· Promotes the social care profession in a growing range of contexts by ensuring professionalism in the face of more challenging circumstances

· Takes responsibility for delivering and managing work within timelines and expectations

· Able to work as part of a team

· Flexible approach to work

· Committed to the principle of equality and diversity

· Highly motivated towards cultural change and working for South Tyneside Council


	
	· Interview

· References

	Values and 

Behaviour Framework
	· Committed to working within the Adults and Integrated Care “Moving Forward Together” Behaviour Framework: We will do as we say; We will Focus on Solutions; We will be the best we can be 


	
	· Interview

	Circumstances


	· Able to work outside of office hours as required

· Full current driving licence or access to a means of mobility support

· Basic Security Clearance
	
	· Application form

· Interview

· Basic check
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