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COMMUNITY OPERATIONS 

PERSON SPECIFICATION

POST TITLE:		Armed Forces Support Officer

GRADE:			Band 6
		
		
	
ESSENTIAL

	
DESIRABLE
	
METHOD OF ASSESSMENT


	Educational Attainment


	· Good standard of educational attainment 

	
	· Application form
· Certificates


	Work Experience



	· Experience of providing excellent customer service in a front facing role 
· Experience of working with vulnerable, under represented and hard to reach groups, ensuring equality of access to services
· Experience of achieving personal and service targets and deadlines
· Experience of building positive working relationships across multi agency settings
 
	· Evidence of dealing effectively with rent arrears cases 
· Experience of lone working
· Experience of working with community and/or voluntary organisations to build community capacity in a sustainable way

	· Application form
· Interview
· References
· Work Based Scenario


	Knowledge/
Skills/
Aptitudes



	· Able to use IT e.g. Microsoft Office
· Able to prepare and write letters, reports and completion of forms
· Knowledge of resettlement processes for veterans
· Knowledge of processes and legislation, such as Homelessness Reduction Act
· Good oral and written communication skills 
· Good negotiation skills
· Good presentation skills
· Demonstrate sound decision making skills
· Demonstrates an understanding of the issues facing the Armed Forces Community
· Clear understanding of the needs of customers

	· Knowledge of benefit and income maximisation 
· Able to identify a customer’s needs and requirements to support them in securing suitable accommodation
· Able to analyse data and statistics and add meaningful interpretation and inform solutions and decisions




 
	· Interview
· References
· Work Based Scenario



	Disposition







	· Able to use initiative to solve problems and deliver services
· Able to deal with difficult situations
· Professional and calm whilst under pressure 
· Able to prioritise and balance own workload and work under pressure
· Effective team working approach
· Able to deal with people at all levels
· Confident
· Tactful and diplomatic
· Flexible approach to work
· Committed to the principles of equality and diversity

	
	· Interview
· References


	Circumstances



	· Able to work outside of normal office hours
· Willing to work at other office locations as required
· Enhanced clearance from the Disclosure and Barring Service

	
	· Interview
· DBS check




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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