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Project Co-ordinator / Wellbeing Lead- Person Specification
(Key: A = Application Form, I = Interview, R = References)
Essential:
 
Experience: 
· Direct experience of working with people with learning disabilities and/or autism. (A,I,R) 
· Experience of project co-ordination and managing a caseload. (A,I,R)
· Experience within an educational/training setting. (A,I,R)

Knowledge and Understanding: 
· Awareness of disability and the barriers faced by people with disabilities accessing the workplace. (A,I)
· General understanding of the UK educational system (A,I)

Teamwork: 
· Supportive, empathetic approach and the ability to positively contribute as a team player. (A,I,R)
  
Communication: 
· Excellent communication and interpersonal skills, able to communicate effectively with internal colleagues and external partners. (A,I) 

Integrity: 
· Be fair, respectful, ethical and honest. (A,I,R)
· Protect confidential information in accordance with data protection and GDPR guidelines. (A,I)
· Committed to supporting diversity and equality of opportunity. (A,I,R)

Problem Solving: 
· [bookmark: _Hlk59181913]Ability to work autonomously, problem solve and approach tasks in a logical manner. (A,I,R)
· Willingness to learn, develop and grow, taking responsibility for personal CPD. (A,I)

Skills, Abilities and Competencies: 
· Ability to make accurate judgements about beneficiaries support and development needs. (A,I,R)
· Ability to organise and prioritise multiple tasks, ensuring timescales/deadlines are met. (A,I,R)
· IT literate – experience of using Microsoft Office and CRM systems.  (A,I,R)
· Able to promote our service to placement providers, employers and referral partners. (A,I)

Other: 
· Have a full driving licence and access to a vehicle with business insurance. (A,I)
· [bookmark: _Hlk59182060]Flexibility - be available for occasional out of hours and weekend working. (A,I)
 
Desirable:
 
· Experience of delivering Wellbeing activities and/or a qualification in a related qualification. (A,I,R)
· Some experience of organising work based placements. (A,I)
· Some experience in an advising, supporting or mentoring role. (A,I)
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