Person Specification – Senior Co-ordinator

The Senior Co-ordinator will be focused on family support work and also be expected to contribute to the effective day to day operation of Home-Start Edinburgh, including line management for the Group Work Co-ordinator, Perinatal Co-ordinator and other posts.
 
Within this role, the post holder will required to demonstrate the following skills, abilities and attributes.


	Skills, Abilities and Attributes
	Essential
	Desirable


	Education and Qualifications
	· Good standard of education (e.g. HNC in Social Care) or equivalent experience

	

	Experience
	· Good understanding of the needs of families with young children and child development
· Previous experience of working with young children and families with a sound knowledge of current legislation, policies and frameworks relating to families and young children.
· A good working knowledge and experience of Safeguarding Children and Vulnerable Adults
· A good working knowledge of, and in experience of supporting and managing volunteers

	· Experience of working in the voluntary sector
· Experience of Home-Start 

	Management and Leadership
	· Proven experience of leadership/management at a senior level
· Ability to build positive working relationships with a strong ability to lead and supervise all staff ensuring they are managed fairly, effectively and supported in their roles.
· Ability to deliver on objectives and commitments and experience in strategic management and development practices.


	

	Communication Skills
	· Good written and verbal communication skills ability
· Excellent listening skills with the ability to reflective listen understanding that the “speaker” knows their experience best.

	

	Interpersonal Skills
	· Professional and polite manner
· A positive and friendly manner
· Strong attention to detail

	

	IT Skills
	· Experience in producing reports
· Good IT Literacy and a good knowledge of Microsoft Office packages



	· Experience in Social Media platforms

	Working with Others
	· Experience and ability to connect with other agencies, businesses, networks to make and maintain positive working relationships and maximise opportunities for future funding and investments


	· Good understanding of the voluntary network 


	Flexibility
	· Excellent organisational skills and ability to deal with changing demands
· Ability to work flexibly to meet the needs of families and the role with weekend and evening work being required
	

	Other
	· Eligible to work in the UK
	· Full UK driving licence and access to own transport







