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ADULT SOCIAL SERVICES AND COMMISSIONING
PERSON SPECIFICATION

POST TITLE:

Technology and Independence Officer



GRADE:


Band 5
	
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Educational Attainment


	· Educated to minimum of GCSE ‘C’ or equivalent in Maths and English Language or demonstrate basic literacy and numeracy skills
· Demonstrate ability to learn call handling software / database packages quickly and effectively
	· Telecare / Assistive Technology qualification
· Customer Service Qualification

	· Application form

· Certificates



	Work Experience


	· Experience of working with a range of Microsoft packages including Outlook, Excel and Word

· Experience in a role requiring provision of a high standard of customer service to the public
· Proven administrative ability in Microsoft and Outlook

	· Experience of working in social care setting with older or vulnerable people
	· Application form

· Interview

· References



	Knowledge/

Skills

	· Ability to work independently and on own initiative whilst operating as a committed team member
· Ability to cope with competing demands and to prioritise tasks effectively under pressure, whilst maintaining a positive attitude
· Strong communication skills in all forms and the ability to empathise with vulnerable customers
· Knowledge of Microsoft Office and typical business software systems and applications which would be required to fulfil a role of this nature, including database systems

· Demonstrate ability to work effectively within an Assistive Technology environment, which includes call handling and database management
· Able to multi-task efficiently and time manage effectively
· Excellent telephone skills with clear telephone voice

· Ability to read, understand and apply operational procedures consistently

· Demonstrate ability to deliver a high level of customer care.  Ability to adapt quickly to new technology in a rapidly changing environment

	· An understanding of the needs of older or vulnerable people
· An understanding of housing management practices
· An understanding of Assistive Technology – technology Enabled Care
	· Interview

· References

· Selection Exercise

	Disposition
	· Patient, sympathetic and respectful nature

· Ability to work on own initiative with minimum supervision and to work effectively under pressure
· Ability to prioritise duties / actions needed
· A good team worker with a flexible and adaptable attitude towards getting things done, working hours and shift patters, including occasional extra shifts to cover sickness and other leave absences
· Ability to confidently perform duties calmly in emergency situations
· To have a caring and considerate attitude with a Commitment to service and performance improvement
· Demonstrates commitment to equality, diversity, inclusion and belonging in both the delivery of the function and in relationship with colleagues

	
	· Interview

References

	Job requirements

	· To learn the requirements of the Telecare Service Association (TSA) in relation to the function of the Assistive Technology Service
· Enhanced clearance from the Disclosure and Barring Service check required

· Full current Manual UK driving licence

· Ability to work outside of normal hours


	
	· Interview

· References
· 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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