	

PERSON SPECIFICATION 

Post:	Holiday Activity and Food Project Coordinator	Post No.	
	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING

relevant professional qualification or training e.g. project management, youth activity delivery
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	EXPERIENCE

1. Experience of operating in a neighbourhood context.
2. A proven track record in working and engaging with, residents, VCF organisations and commissioned delivery services.
3. Experience of working in a busy team and responding to competing demands and priorities.
4. Experience of providing information to a variety of audiences.
5. Experience of working with partners to engage with communities.
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	SKILLS/KNOWLEDGE/APTITUDES

1. Able to deliver excellent customer service, especially with local people and organisations across Sefton.
2. Effective communication and interpersonal skills and the ability to adapt personal style to meet the needs of the audience.
3. Ability to understand issues impacting upon Sefton communities.
4. Ability to work with partners and colleagues to negotiate with services and partners to get a result for the area
5. To recognise the key stakeholders in the area and develop appropriate mechanisms to engage them and retain their involvement
6. To be responsive to the needs of areas and be able to cope well with challenging and competing demands for your time
7. Commitment to the delivery of a quality service based upon the needs of Sefton’s communities
8. Ability to work flexibly and out of hours where necessary
9. Knowledge of GDPR and Freedom of Information legislation
10. Well-developed IT skills including a functional knowledge of Microsoft applications – Word, Excel, Outlook, PowerPoint
11. Good working knowledge of voluntary sector and government initiatives affecting the sector
12. High level of organisation skills and an ability to focus on solutions rather than problems
13. Negotiating service level agreements or contracts
14. Experience of managing budgets and reporting on performance
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Department: Communities 		      Division:  Neighbourhoods & Partnerships
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= Application Form
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	= Interview

	Date: March 2022
	T
	= Test

	
	P
	= Presentation



