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CHILDREN’S SERVICES 
PERSON SPECIFICATION

POST TITLE:

Early Help Administrator
GRADE:


Band 5
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· NVQ Level 2 or equivalent in a Business related discipline  

· Professional development 


	· NVQ Level 3 in Business Administration or equivalent qualification in a related discipline


	· Application form

· Certificates



	Work Experience


	· Experience of developing and operating clerical/administrative/ invoicing systems
· Experience of using ICT including current Microsoft and software packages and management information systems

· Experience of updating organisation marketing materials and literature, including via social media and visuals 
· Experience of dealing with customer enquiries – face to face, email and telephone contact, including dealing with challenging behaviour
· Experience of working with partner agencies and developing positive relationships
· Experience of organising meetings and taking minutes, and providing administrative support 
· Experience of working in an environment where sensitive and confidential information is shared

· Experience of working in a pressurised environment and staying calm whilst under pressure
· Experience of flexibility in working across organisational sites/buildings/teams to ensure business continuity 

· Experience of working in an organisation with legislated and inspected frameworks 

· Experience of working across internal teams and managing competing demands 

	· Working in a similar role in a similar family help setting
	· Application form

· Interview

· References

· Selection Exercise



	Knowledge/

Skills/

Aptitudes


	· Ability to always maintain confidentiality
· Ability to communicate effectively with people at all levels
· Knowledge of ICT packages and case management systems, and ability to use these effectively
· Ability to support general office procedures to deliver effective support
· Ability to use relevant office equipment and support others to do this
· Ability to understand needs of people accessing the service
· Ability to work as part of a team
· Ability to use own initiative and mange workload 

· Experience of working with performance targets, data and quality assurance

	· Knowledge of early help processes

	· Interview

· References

· Selection Exercise



	Disposition


	· Highly motivated towards a positive culture and working for South Tyneside Council
· Promotes the service and agenda in a growing range of contexts and ensures maintenance of professionalism in the face of challenging circumstances
· Ability to work calmly and be measured under pressure
· Committed to knowing the communities being served 
· Maintain awareness of own professional limitations and knowledge gaps; willingness to learn from others and take responsibility for finding answers/solutions 
· Takes responsibility for obtaining regular supervision to ensure effective performance, reflection, and career development
· Committed to the principles of equality and diversity
· High personal standards of integrity 
· Flexible approach to work, with a can-do willingness 
· Commitment to working in a non-judgemental way where children and young people are at the centre of the work we do
· Enthusiastic and innovative approach to work
· Excellent approach to role modelling and cascading a positive, open and values-based leadership approach 
· Practices in an anti-discriminatory and anti-oppressive manner

	
	· Interview

· References

· Selection Exercise



	Circumstances


	· Able to work, on occasion, outside of office hours as required by contract of employment

· Full current driving licence or access to a means of mobility support
· Enhanced clearance from the Disclosure and Barring Service

	
	· Application form

· Interview

· DBS check
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