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PERSON SPECIFICATION

POST TITLE:  Community Connectors Programme Client Liaison Officer
Essential skills for this post
· Experience of general office administration, including use of IT.
· Excellent organisational and planning skills.
· Excellent oral and written communication skills.
· Up-to-date, IT skills in the use of Microsoft Office suite, including Word, Outlook, PowerPoint, Excel and experience of using database software. 
· Willingness to learn new skills and a flexible approach.
· An excellent ability to build rapport and work with people from a wide range of backgrounds 

· Ability to prioritise workload and competing demands
· Flexible approach to working hours with occasional additional hours 
· Ability to work effectively as part of a team and on own initiative.
· Ability to work unsupervised and on own initiative.

· Ability to use online resources to research and problem solve.
Desirable

· Experience of programme administration. 
· Experience of working in the voluntary sector.
· Experience of working in primary care.
· Knowledge and experience of working with older people, with an understanding of the issues and challenges, which they experience.
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