The Whitechapel Centre
Person Specification – Vocational Guidance Administrator

Note To Applicant:  In your application, you should provide evidence of meeting all criteria points on the person specification listed as essential along with as many criteria points listed as desirable as are applicable.  Short-listing will be done by application form alone.  Final selection will be done through a combination of interview and selection exercises.  The following areas will be used to judge candidates’ suitability for the post.

	Criteria
	Knowledge and skills
	 Method of Assessment
	Essential  or Desirable Criteria 

	Knowledge and Experience
	· A minimum of 2 years’ experience working in a related homelessness, housing or support setting, delivering effective services to people who are socially excluded.
· Ability to undertake comprehensive service user need assessments.

· Experience of developing and discharging individualised resettlement/ support plans.
· Understanding of the needs of the client group in relation to learning and enablement 

· Good working knowledge of the range of education, training, volunteering and access to work providers in the city
· Experience of promoting and facilitating learning and enablement activities to individuals who are excluded from mainstream activities

· Experience of welfare rights or other types of advocacy relating to homelessness and inadequately housed people.
· Knowledge of welfare benefits as they impact on training and employment

· Knowledge of the Supporting People programme and other contractual requirements.
· Experience of developing and maintaining reporting and evaluation systems
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	Skills and Abilities
	· Ability to demonstrate first class English Language written and oral communication skills.  Able to communicate clearly and openly with professionals, service users and stakeholders.

· Ability to inspire and motivate; to demonstrate charisma, energy and strong influencing/negotiation skills

· First class organisational skills and systematic approach to work including an ability to prioritise, meet deadlines and ensure  contracts and performance outcome targets are fulfilled 

· Experience of facilitating groups/running group learning sessions

· Hands on approach with the ability to work effectively as part of a team and to work alongside excluded individuals
· Ability to demonstrate good computer and keyboard skills 

· Ability to work within a changing environment and to adapt to meet the needs of the service
· Ability to work unsupervised, and where required and appropriate, to use own initiative to make decisions.
· Ability to relate, make use of and develop relationships with a wide variety of individuals and agencies
· Ability to seek out information and put this to appropriate use for both individual cases and organisational purposes

· Ability to represent the organisation at meetings as required
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	Commitment
	· An understanding and commitment to the ethos and values of The Whitechapel Centre
· Commitment to operate within Whitechapel’s confidentiality policy and within all policies and working practices of the organisation
· Commitment to carry out all duties associated with the organisation’s equal opportunities and Diversity policies
· Commitment to discharge all services in a non-judgemental way

· Flexibility to work unsociable hours, including early mornings, evenings and weekends.
· Willingness to undertake training as required, and to remain conversant with new developments and ideas 
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	Other


	· This post is subject to Disclosure (DBS check)
	
	Essential
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