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PERSON SPECIFICATION: Project Officer (Literacy Task Force)        			POST REFERENCE: 108152

	REQUIREMENTS
	ESSENTIAL CRITERIA
Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA
Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	
· Educational/vocational/ occupational qualifications and/or training

· Specific qualifications (or equivalents)
	
· Level 3 Qualification in Education, Project Management or Other Relevant Subject (F) 
· Good General Level of Education (F)

	
· Level 4 Certificate in Education (F)
· Management Qualification (F)

	
· Work or other relevant experience




	
· Recent experience of developing and leading on projects whilst delivering demonstrable outcomes (F)(I)
· Experience of partnership development (F)(I)
· Experience of working with a wide range of stakeholders including statutory bodies and voluntary groups (F)(I)


	
· Experience of working within and understanding Local Authorities (F)(I)
· Practical experience of community 
engagement (F)(I)
· Experience of developing new initiatives and activities to meet local needs/priorities (F)(I)


	
· Skills, abilities, knowledge and competencies






	
· Knowledge of the literacy and numeracy needs for our local communities within Hartlepool (F)(I)
· Ability to analyse situations and to work with partners to produce effective solutions (F)(I)
· Ability to develop and monitor action plans (F)(I)
· Able to be creative in working through problems and making decisions (F)(I)
· Ability to develop and sustain relationships with a range of partners and with individuals at all levels (F)(I)
· Excellent project management skills, including monitoring, evaluation and reporting (F)(I)
· Excellent communication, interpersonal, negotiation and problem solving skills (F)(I)

	
· Knowledge of the Adult Education Budget and funded provision for English and Maths (F)(I)
· Knowledge of the social, economic and health needs and priorities of Hartlepool (F)(I)
· Ability to identify and secure external 
funding (F)(I)
· Ability to work under pressure and meet tight deadlines, paying close attention to detail and quality of work (F)(I)


	
· General competencies




	
· Good ICT skills (F)(I)
· Ability to work effectively on your own initiative alongside being part of a team (F)(I)
· Commitment to continuing professional and personal development (F) (I)
· Ability to travel independently (F)

	

	  ESSENTIAL / DESIRABLE CRITERIA WILL BE VERIFIED BY:    F = FORM    I = INTERVIEW    T = TEST(S)    R = REFERENCE(S)



Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Service (having made reasonable adjustments in line with the Equality Act (2010) where necessary. 

HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.	



On-going Training Requirements
The post holder will be required to undertake the following mandatory/essential training at the frequency indicated.
	
Mandatory/Essential Training
	
Frequency

	
Information Governance/GDPR Training
Safeguarding Refresher Training
Prevent Refresher Training
Protect Refresher Training
Equality & Diversity Refresher Training

	
Annually
Annually
Annually
Annually
Annually




* Important Information for applicants:
· The Essential criteria are the ‘core’ entry level requirements of an applicant for the post. The Desirable criteria contain additional ‘expected requirements’ of a long-term post holder (possibly achieved in post after applicable practical training). Short-listing will however be in preference of candidates demonstrating Essential, and substantive pre-existing possession of the Desirable criteria.  
· Essential / Desirable criteria will be verified by: F = Application Form; I = Interview; T = Test(s); R = References(s); or C = Qualification certificates or photo card – If called to interview please ensure you bring certificates/ licences and photo cards
· Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Service (having made reasonable adjustments in line with the Equality Act (2010) where necessary. 

Advice on completing application form
· Candidates for this post are advised to use the same order of ‘essential’ and ‘desirable’ criteria and list/ write briefly what evidence/ personal examples they have for each particular criteria as appropriate in the section of the application form. 
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