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	PERSON SPECIFICATION


	Post Title
	Employment Key Worker
	Band
	7
	Job Evaluation Reference
	G781

	Required Attributes
	
	

	1. EDUCATION AND TRAINING

	       Essential
	      Desirable

	· Qualifications as an essential criteria can only be asked if it is a fundamental requirement of the role (i.e. the role could not be done without it).  Otherwise, a qualification should be used as an indication of the knowledge required to perform the role and equivalent knowledge/experience* should be considered (i.e. SCQF Level 6 or equivalent knowledge/experience) 

*equivalent knowledge/experience can be gained in several ways including relevant work experience, voluntary or community activities, on-the-job or off-the-job training or full-time or part-time study


	SCQF Level 7 qualification (e.g. HNC/SVQ3) in a relevant discipline, or equivalent knowledge/experience
	[image: Tick with solid fill]
	

	Level 3 Certificate in Assessing Vocationally Related Achievement or willing to work towards this
	[image: Tick with solid fill]
	

	Demonstrable ongoing commitment to continuing professional development
	[image: Tick with solid fill]
	

	Health and Safety qualification
	
	[image: Tick with solid fill]

	2. KNOWLEDGE AND EXPERIENCE

	Essential	
	Desirable

	· Consider what knowledge and experience is essential at the point of recruitment and what can be considered desirable and can be learned through on-the-job training


	Working with people experiencing multiple, complex barriers to employment; identifying support options and tools to empower them to make autonomous decisions
	[image: Tick with solid fill]
	

	Managing caseloads on a 1-1 basis; including engagement, assessment, action plans, monitoring and recording used effective tools
	[image: Tick with solid fill]
	

	Tangible operational partnership working including referral mechanisms
	[image: Tick with solid fill]
	

	Establishing and maintaining relationships with support agencies and other service providers to support candidate progression, identifying innovative ways of working together to maximise outcomes
	[image: Tick with solid fill]
	

	Delivery, monitoring and assessment of vocational training and awards
	[image: Tick with solid fill]
	

	Conducting workplace risk assessment
	
	[image: Tick with solid fill]

	Barriers to the labour market faced by individuals with multiple and/or complex issues, and the techniques to overcome these 
	[image: Tick with solid fill]
	

	Support services available to disadvantaged individuals, with a potential specialism (e.g. housing, employment and skills support, criminal justice, benefits, debt/ finance, substance abuse, mental health, physical disability, learning disability)
	[image: Tick with solid fill]
	

	Employer needs and tools to use and work with employers on the recruitment of disadvantaged people
	[image: Tick with solid fill]
	

	Awareness of current local, regional and national provision and policies that impact on employability and skills activity
	
	[image: Tick with solid fill]

	Employability skills related awards and qualifications
	
	[image: Tick with solid fill]

	3. SKILLS AND ABILITIES

	Essential
	Desirable

	· Consider what skills and abilities are essential the point of recruitment and what can be considered desirable and can be learned through on-the-job training

	Accurate data recording, report writing and analysis of statistical data to inform conclusions recognising its importance in supporting wider service planning
	[image: Tick with solid fill]
	

	Effectively engage and build rapport with vulnerable individuals, with the ability to listen, empathise and encourage to progress through the pipeline and towards employment
	[image: Tick with solid fill]
	

	Work independently and as part of a team, in a consultative and collaborative approach to raise and solve issues
	[image: Tick with solid fill]
	

	Excellent communication, training and presentation skills
	[image: Tick with solid fill]
	

	Use of computer-based software incl. Microsoft Office and Social Media
	[image: Tick with solid fill]
	

	Competent in office administration, office systems and self-supporting
	[image: Tick with solid fill]
	

	Ability to prioritise own workload and work with minimum supervision
	[image: Tick with solid fill]
	

	4.  PERSONALITY FACTORS

	Essential
	Desirable

	· Include personality traits and interpersonal skills that align to the Councils Core Behaviours


	Motivated to do a good job responding to problems and suggesting solutions both in and out with own area of responsibility
	[image: Tick with solid fill]
	

	Confident and outgoing 
	[image: Tick with solid fill]
	

	Non-judgemental and able to think from other’s perspectives
	[image: Tick with solid fill]
	

	Working to agreed deadlines and quality standards 
	[image: Tick with solid fill]
	

	Discretion/Confidentiality 
	[image: Tick with solid fill]
	

	Self-discipline and exhibiting good personal organisation and time management 
	[image: Tick with solid fill]
	

	Team Player
	[image: Tick with solid fill]
	

	5.  OTHER REQUIREMENTS

	Essential
	Desirable

	· Include other criteria not covered in sections 1-4 i.e. Driving License or SSSC registration etc

	Ability to travel & have access to a vehicle/transport
	[image: Tick with solid fill]
	

	Flexible with working hours (evening and weekend working will be required)
	[image: Tick with solid fill]
	

	Employees are the Council’s greatest asset and through our SUPPORT we are expected to work together and demonstrate the following core behaviours:
· Strengthen – our Communities	∙ Understand – our children’s needs	∙ Protect – our vulnerable people	∙ Promote – equality and diversity
· Open and transparent – at all times	∙ Respect – our environment	∙ Treat – each other with kindness




Guidance:

A factsheet on writing a person specification is available on Connect within the recruitment policy/procedure.
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