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CHILDREN, ADULTS AND HEALTH 
PERSON SPECIFICATION

POST TITLE:
Assurance Officer
GRADE:

Band 6
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Educated to degree level in a relevant subject or equivalent level qualification
	· Qualification in Administration or Project Management
	· Application form

· Certificates

· Interview

	Work Experience


	· Experience of working in a project/task oriented role 
· Experience of working across a range of agencies and establishing good relationships 
· Experience of managing a broad range of records, planners and other tools to ensure progress is achieved
· Experience of undertaking research and producing and presenting findings both verbally and in writing 

· Experience of supporting governance and short-term projects
· Experience of developing briefings, correspondence and policy advice to meet the requirements of senior stakeholders 

	· Experience of undertaking consultation with a range of audiences 
· Experience of working in a social care or health environment 
· Experience of working with children and families engaged with statutory services
	· Application form

· Interview

· References

· Additional form of interview Assessment



	Knowledge/

Skills/

Aptitudes


	· Excellent communication skills, able to form good working relationships
· Well organised and pro-active in achieving progress to deadline

· Able to keep systematic and detailed records for enquiry, including a range of content 
· Able to present information and analysis in an imaginative and engaging way 
· Excellent use of ICT including Microsoft Office, Word/Excel 


	· Knowledge of legislation in respect of service and provision to children 


	· Interview
· References



	Disposition


	· Positive and proactive 
· Able to interact with and influence people at all levels of the organisation and in partnerships 
· Able to support others to achieve goals and task

· Able to plan a programme of work, meet deadlines and work under pressure 
· Committed to the principles of equality and diversity 


	
	· Interview
· References



	Circumstances


	· Baseline Security clearance
	· 
	· Basis check
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