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	PERSON SPECIFICATION FOR THE POST OF EDUCATION WELFARE OFFICER
Grade 8
£25,295- £28,785  pro rata, term time plus 2 weeks 



	Criteria
	Essential
	Desirable
	Evidence gained from

	Application
	· Fully supported in reference

· Well structured letter indicating experience and how this as equipped them to fulfil the role
	
	· Supporting letter / statement

· Application form

· References

	Qualifications
	· NVQ level 4 or equivalent at this level in a relevant area 
· A minimum of two years (relevant) post qualifying experience
· 5 GCSEs or equivalent, including English & Maths at A*-C

· Full driving licence


	
	· Application form

	Professional Development


	· A commitment to further training and development
	 
	· Application form

· Reference

· Interview

	Knowledge, Skills and Experience
	· Good communication skills, written and verbal, to enable effective communication with a wide variety of audiences
· Concise report writing and accurate record maintenance

· Ability to analyse statistical data
· Ability to manage and prioritise a caseload and work to deadlines

· Ability to work as part of a team. 

· Ability to work collaboratively with other agencies/services. 

· Understanding of child protection issues.

· Ability to drive a vehicle.

· Good organisational skills

· Good ICT skills
	· Understanding of legal framework on non-attendance.
· Knowledge of the Law and the Education Act

· Awareness and understanding of racial, cultural and disability issues

· Experience of preparing paperwork for legal proceedings
	· Application form

· References

· Interview

	Personal Qualities
	·  Sensitive to the needs of parents and young people
· Ability to forge effective working relationships with young people, parents, carers, colleagues and other professionals

	
	· Application form

· References

· Interview
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