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Equal Voice

Assistant Development Worker (Citizen Advocacy) – Person Specification


	
	Essential
	Desirable
	How assessed

	Knowledge
	
	
	

	
	
	
	

	Understanding & knowledge of principles underpinning Citizen Advocacy
	

	       x
	Application 
Interview
References

	Understanding of safeguarding and confidentiality
	x
	
	Application 
Interview
References

	Understanding of the needs of, and issues facing vulnerable adults
	
      x
	
	Application
Interview
References

	Understanding of integrity, values, ethics and moral qualities and how they affect vulnerable adults.


	
x
	
	
Application
Interview
References

	Understanding of legislative & policy matters affecting vulnerable adults 
	
	x
      
	Application
Interview

	
	
	
	

	Experience
	
	
	

	
	
	
	

	Administrative management within an office environment
	x
	      
	Application
Interview

	Knowledge and experience of overseeing, implementing and complying with GDPR procedures
	x
	
	Application
Interview

	Working with a diverse range of people, with differing abilities, in a range of settings


	
      x
	
	
Application
Interview
References

	Experience in event organisation and booking venues and providing support at events
	x
	
	Application
Interview

	Experience of handling Petty cash and other financial administrative tasks
	x
	
	Application
Interview
References

	Experience of updating records and database information
	x
	
	Application
Interview
References

	Experience of photocopying, filing, distribution of mail and answering telephone and dealing with enquiries
	x
	
	Application
Interview
References

	Experience of updating and maintaining social media and website posts
	
	x
	Application
Interview

	Ability to demonstrate equality, value diversity and ensure inclusion 
for all clients

	
x
	
	
Application
Interview
References

	Experience of project development work
	      x
	      
	Application
Interview
References

	Familiar with monitoring & evaluation methods as they affect voluntary sector organisations
	     
      
	x
	Application
Interview

	Previous involvement in a setting requiring negotiating skills
	
	      x
	Application
Interview

	Ability to work towards targets
	      x
	
	Application
Interview

	Ability to connect and network with other organisations
	
      x
	
	Application
Interview

	Ability to communicate at all levels
	x
	
	

	Qualifications/training
	
	
	

	Candidates should be educated to at least HNC level in a relevant discipline
Or
significant number of years experience in a similar development and support role
	
     



x

	      
      X
	Production of certificates



Application
Interview

	
Abilities
	
	
	

	
	
	
	

	Able to use IT resources and extensive working experience of Microsoft Office.
	       x
	
	Application
Interview

	Effective written, presentation, oral and communication skills
	     
       x
	
	Application
Interview
References

	Able to work autonomously, balance competing demands and prioritise own workload
	      x
	
	Interview
References

	Ability to work as an integral part of a small organisation and team.
	x
	
	Application
Interview

	Sensitive approach to conflict management and problem solving
	      x
	
	Interview

	Ability to demonstrate sound interpersonal skills
	x
	
	Interview

	
	
	
	

	Circumstances/Health
	
	
	

	
	
	
	

	Prepared to work flexible hours, including occasional evenings and weekends
	       
       x
	
	Interview

	Able to attend work on a regular basis
	       x
	
	Application
References

	To meet the needs of the role possession of a full driving licence and access to a vehicle is required (insurance should include business travel to include transportation of clients).
	       x
	
	Application
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