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Person Specification
Carer Engagement Coordinator, Office Team
Assessment Source: Application (A), Interview (I), Practical Selection Activities /Methods (P)

	
	Essential
	Desirable
	Assessment 
Source

	Qualifications

	GCSE Maths and English grade A-C
	
	
	A

	Degree level qualification 
	
	
	A

	
	
	
	

	Experience

	Working in a charity or other not-for-profit organisation
	
	
	A

	Facilitating user/voluntary engagement, consultations
	
	
	A

	Collecting, collating and analysing data
	
	
	A

	Lived experience of unpaid caring responsibilities
	
	
	A/I

	Knowledge & Skills

	Confident and competent in use of IT including Word, Excel, CRMs (databases)
	
	
	A/I

	Confident and engaging communicator both orally and in writing
	
	
	A/I/P

	Group facilitation skills – guiding focus groups, consultations
	
	
	I/P

	Active listening skills
	
	
	

	Data analysis and ability to apply data insights to practice
	
	
	I

	Personal Attributes

	Proactive, able to work independently
	
	
	I

	Empathy and passion for supporting vulnerable people, communities
	
	
	I

	Willingness to learn and develop in the role
	
	
	I

	Highly organised in managing multiple tasks and deadlines
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