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C360 Person Specification
Job Title:

Assistant Engagement Officer





	Experience, Technical Skills & Knowledge
	Essential
	Desirable
	Scoring

	Experience of working in community development or similar
	(
	
	

	Excellent communication (written, verbal and listening) skills with an ability to write reports and papers
	(
	
	

	Competent and secure use of IT, including Email, Internet, MS Office 365, Database and Cloud technologies
	(
	
	

	Ability to prioritise tasks, workload and possess good time management skills
	(
	
	

	Experience of setting and maintaining appropriate boundaries with community members and professionals
	(
	
	

	Project Management
	
	(
	

	Qualifications, Education and Training
	Essential
	Desirable
	Scoring

	Good, all round secondary education


	(
	
	

	Commitment to self-development and continuing professional development
	(
	
	

	Qualifications either at ‘A’ Level or equivalent
	
	(
	

	Diploma or equivalent in a relevant area (such as Business Administration)
	
	(
	

	Personal/ Behavioural Characteristics
	Essential
	Desirable
	Scoring

	Discretion and confidentiality combined with sensitivity and diplomacy
	(
	
	

	A commitment to equal opportunities & an understanding of the impact of deprivation and discrimination on communities, families and individuals
	(
	
	

	Demonstrates determination and resilience to complete work in the face of challenges
	(
	
	

	Team player with an open and honest manner, ability to build effective relationships with a wide range of individuals
	(
	
	

	Ability to work hours in a flexible way, including evenings and weekends to meet the needs of the service and to adapt to different environments including lone working
	(
	
	

	Ability to use initiative and proactively identify opportunities
	(
	
	

	Able to adapt to different situations and environments
	(
	
	

	A belief in continuous improvement and developing standards of quality
	(
	
	

	Conflict resolution
	(
	
	


Safer Recruitment

Community360 is committed to safeguarding and ensuring the welfare of vulnerable adults, children and young people.  We expect all employees and volunteers to share this commitment.

The suitability of all prospective employees or volunteers will be assessed during the recruitment process in line with this commitment.  We have safeguarding policies in place which staff/volunteers are expected to read at induction and keep up to date with any policy changes throughout their employment and/or volunteering experience.
This post may be subject to a Disclosures and Barring Service check at an enhanced level.

Amendments – this description accurately reflects the present position; it may be amended and reviewed.  Any change will be made following a proper period of consultation.
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