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CHILDREN’S SERVICES
PERSON SPECIFICATION
POST TITLE:     SEND Travel Needs Assessment Officer 
GRADE:  
 Band 5
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· At least 4 GCSEs grade C or above, or equivalent, including English and Maths


	· ONC or equivalent in Public Administration
· NVQ III in Business Administration

· First Aid Qualification

· Training in IT packages e.g. Microsoft Office
· Transport related qualification


	· Application form

· Certificates


	Work Experience


	· Significant clerical experience
· Experience of managing difficult situations whilst working in a demanding, fast paced working environment, and be able to demonstrate resilience in such situations

· Experience of effectively managing/prioritising a demanding workload and proven ability to meet deadlines and manage time effectively

· You can deal with conflict and negotiate agreements
· You will have a clear understanding and awareness of the impact of SEND on individuals and their families

· Proven track record of service delivery to an agreed level of performance and standard

· Team player style of approach, ready to take on any challenge 


	· Experience of managing a diverse office workload
· Experience of working with multiple services, schools and external organisations
· Experience of financial procedures/ processes and budget monitoring and making decisions considering budget spend and long-term financial commitments for the organisation
· Sound knowledge of the geographical areas of the borough
· Experience of assessing the needs of people with disabilities

· Knowledge of Passenger Transport and sustainable travel initiatives, guidance and legislation
	· Application form

· Interview

· References

	Knowledge/

Skills/

Aptitudes


	· Organisational skills, including the ability to work with competing demands, managing workload effectively to meet organisational priorities and deadlines

· Understanding of policies practices and procedures connected with the role
· Experience in report writing and analysing information and data for a wide range of audiences

· Strong communication skills to a wide variety of audience, with the ability to influence and send difficult or complex messages in a sensitive manner, whilst creating positive relationships, confidence and trust

· IT literate in Microsoft Office, use of appropriate transport systems, numeral literacy, excellent communication skills

· Ability to work on own initiative and apply a rational and innovative approach to problem solving and decision making

· Able to work independently, prioritising objectives to meet tight and conflicting timescales

	· Knowledge of legislation relating to special educational needs
· Working knowledge and detailed understanding of statutory requirements relating to the provision of Local Authority transport, local policy and statutory guidance

· Understanding and knowledge of Personal Independence Payment and Disability Living Allowances for people with disabilities, medical conditions and mobility issues


	· Interview
· References



	Disposition


	· Able to deal with material of a sensitive nature
· Able to maintain confidentiality at all times
· Committed to the principles of equality and diversity
· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours, sometimes attending events or meetings after standard school day timings
· Commitment to own continuous personal and professional development

· Strong team player, committed to an ethos of continuous improvement


	· Interest in special educational needs
	· Interview

· References

	Circumstances


	· Enhanced clearance from the Disclosure and Barring Service
	· Full current driving licence
	· DBS check
· Application form




South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.
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