[image: A white background with black dots

AI-generated content may be incorrect.]

PERSON SPECIFICATION:  Administrator					POST REFERENCE: 108389

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.	

	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)

	
1. Educational/vocational/ occupational qualifications and/or training



1. Specific qualifications (or equivalents)


	

General education: 3 GCSEs grade A-C or equivalent 
	

Secretarial, administrative, reception qualification or equivalent.


	
1. Work or other relevant experience




	
Experience of administrative work.

Experience of working with the public. 

Experience of data entry.
	

Experience of working with vulnerable people

Experience of working within health care setting

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

	
1. Skills, abilities, knowledge and competencies






	
Excellent knowledge of Microsoft software applications, especially, Word and Excel (F,I,T)

Excellent written and oral communication skills (F,I)
	
An understanding of issues relating to vulnerable adults and children



	
0. General competencies







	
The ability to provide a welcoming environment.

Ability to work flexibly and appropriately, responds to a range of individual needs/situations.

Ability to ensure the management of sensitive and confidential information, through a knowledge of Data Protection and data security and confidentiality.  

Commitment to working collaboratively with co-workers, and colleagues in other agencies, to facilitate positive recovery outcomes for service users.  

Commitment to sharing knowledge, expertise and learning with colleagues (co-workers, volunteers, other professionals) to improve standards of practice within the service and the  wider treatment environment. 

An awareness and commitment to equality of opportunity and anti-oppressive practice.

Highly motivated in the delivery of objectives.

	




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







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

	
Safeguarding 
Equality & Diversity
Employee Protection Register
Information Governance


**Any further training identified attributed to the role


	
Every 3 years
As required 
As required
Annually



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. 
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