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ADULT SOCIAL CARE AND COMMISSIONING
PERSON SPECIFICATION

POST TITLE:

Self Directed Support Assistant 


GRADE:


Band 5

	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Educated to the equivalent of GCSE level


	· NVQ 3 in Social Care and Health


	· Application Form

· Certificates

	Work Experience


	· Experience of working in a finance related area

· Experience of working in social care services
· Experience of supporting vulnerable people


	· Experience of preparing final accounts

· Knowledge of the Council’s debt recovery policy

	· Application Form

· Interview

· Presentation

· References

	Knowledge/

Skills/

Aptitudes


	· Knowledge of Direct Payments

· Excellent written and verbal communication skills

· Able to use IT e.g. Microsoft Office

· Knowledge of financial systems and procedures

· Able to pay attention to detail

· Able to deal effectively with service users

· Able to organise and prioritise own workload


	· Able to analyse problems and adapt an innovative approach to finding solutions

· Knowledge of audit procedures

· Knowledge of the Council’s IT packages and systems
	· Interview

· References

	Disposition


	· Able to work as part of a team

· Able to work on own initiative when required

· Able to work under pressure and meet deadlines

· Committed to further training and development

· Flexible approach to work

· Committed to the principles of equality and diversity


	· Problem solving skills


	· Interview

· References

	Circumstances


	· Able to work flexible hours to meet the needs of the service as required
· Full current driving licence or access to means of mobility support
· Enhanced clearance from the Disclosure and Barring Service

	
	· Application form

· Interview

· DBS check
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