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Age UK Leeds
Person Specification

Experience

	Essential
	Desirable

	Experience in a role that required the assessment of individual client needs and facilitation of those needs being met (any sector)
	Experience of working within the healthcare sector


	Experience of working with older people (can be unpaid/voluntary work OR lived experience with a family member)
	Experience of working in the charitable sector




Qualifications

	Essential
	Desirable

	GCSE English and Maths (or equivalent) in Grade C or above
	Relevant professional qualification

	Full driving license with access to a vehicle for Business Use
	




Skills

	Essential
	Desirable

	Well-developed organisational, decision-making, problem-solving, time management and prioritisation skills
	

	Excellent IT skills (self-sufficient and confident in use of standard Microsoft applications & databases)

	Experience of CRM systems, Workforce Management systems & Electronic Health Records

	Excellent communication skills with a high standard of both spoken & written English
	Good telephone manner

	Numerate and ability to collect and collate data
	Ability to interrogate data to reach a conclusion

	Good interpersonal skills and ability to communicate with a wide range of people
	

	Ability to prioritise workload, work proactively on own initiative and to work flexibly as part of a team
	Ability to influence the practice of staff through effective coordination

	Ability to oversee the workload and day to day operations of your team
	Able to assist others in the development of their skills.

	Ability to coordinate resources efficiently
	

	Excellent attention to detail and ability to work to a high standard of accuracy
	

	Proficient in keeping detailed, accurate records, whilst maintaining confidentiality.
	




Knowledge

	Essential
	Desirable

	Knowledge and understanding of the needs of older people in Leeds and the issues which affect them
	Knowledge of local services available to older people, especially those who are vulnerable or socially isolated.

	Knowledge and understanding of confidentiality, data protection and GDPR
	

	Knowledge of Leeds and its surrounding areas.
	Knowledge of Leeds City Council boundaries.

	Knowledge and understanding of diversity and equality issues.
	Understanding of diversity and equality within service delivery.

	Knowledge and understanding of safeguarding and relevant practices
	

	Knowledge and understanding of risk management
	




Attitudes/Values

	Essential
	Desirable

	Committed to the values of Age UK Leeds
	

	Positive work ethic: customer facing, professional, enthusiastic, dependable, conscientious
	

	Proactive approach to personal development and the development of others
	

	Commitment to the development of excellent and appropriate services for older people
	

	Honest, accountable and treats everyone with care, sensitivity and respect
	

	Open and approachable
	

	Committed to delivering services with pride, passion and professionalism
	

	A personal commitment to equal opportunities and diversity
	

	Forward thinking and open to new ideas
	

	Willingness to work flexibly in response to the demands of the role
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