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	Age UK Sheffield

Person specification 

 Wellbeing Centre – Assistant Coordinator 


	Category
	Essential
	Desirable

	Commitment
	· to highest quality customer service to older people including those affected by debilitating memory loss, physical disability and sensory impairment [AF, I, RP]

· to empower older people and support independence [AF, I, GD, RP];
· to undergo continuous professional development in line with service development [AF, I]

· to relate positively to people from different cultures, backgrounds and experiences and believe in the equal value of people regardless of race, religion, culture, gender, age disability or sexuality [AF, GD, I]
	

	Customer focus and operational delivery
	Ability to:
· actively listen and hear [GD, RP]

· assess and identify customer needs and underlying causes [GD, RP]

· communicate with empathy, in response to diverse customers [GD, RP]
· challenge low aspirations, making and delivering realistic promises [GD, RP];

· empower customers to take control of their lives; [AF, GD, RP]
· assess and manage customer risk [AF].
· creative, flexible, can do approach, spotting opportunities and making it happen [AF, I, RP]
· open to new ways of doing things [GD, I]
· non-judgmental and friendly, treating people with unconditional respect at all times [GD, RP];
	· knowledge of services, resources, facilities available to older people [AF, I]

· experience of providing support and services to people living with memory loss [AF]



	Information management
	· ability to maintain accurate on-line client records [AF, RP]

· ability to monitor and report on outcomes and activity [AF, I, RP]
· ability to use the internet to research customer questions [AF, I]
	


	Category
	Essential
	Desirable

	Previous experience
	Experience of: 
· communicating and working with people with diverse needs such as those living with cognitive, sensory and physical impairment including memory loss/dementia. [AF, GD, I, RP]

· facilitating customer engagement [AF, GD, I, RP]

· facilitating group and 1-1 activities [AF, GD, I, RP]
· problem-solving and taking initiative [AF, I, RP]

· organising and prioritising your own work [AF, I, RP]

· working with partner professionals/agencies/organisations [AF]

· working within policies and procedures [AF]
· inputting and retrieving information from on-line data bases [AF, I]
· participation in post school education, training and/or learning programs [AF, I]
	· working with a wide range of people with diverse interests and needs [AF, I] 

· supporting carers 
· customer involvement and coproduction 


	Skills, abilities knowledge
	Ability to facilitate:

· peer support [AF, GD, I, RP];

· customer-led activities [AF, GD, I, RP];
· exploration of new customer interests [AF, GD, I, RP];
· full customer involvement in achieving outcomes, defined in a co-produced support plan [AF, GD, I, RP];
· maintenance of a safe environment [AF, GD, RP]. 
Ability to:

· rapidly acquire and maintain comprehensive knowledge of services, resources and facilities available to older people [AF, I]
· overcome barriers to communication [AF I, GD, RP]
· learn new ways of working and be receptive to constructive critical feedback [AF, GD, I] 
Knowledge and understanding of:
· the impact of memory loss  [AF, GD, I, RP]

· the barriers to independence commonly faced by older people [AF, GD, I, RP]

· assessment, review and delivery of co-produced customer support plans [AF, I]

· confidentiality as it relates to this role [AF, I,] 
n.b. The successful candidate will be required to complete full training to ensure understanding of independent living coordination and the challenges presented by memory loss, Age UK Sheffield’s services and the single customer process.
	· knowledge of relevant legislation including the Health & Safety Act and the Mental Capacity Act. [AF, I]



	Communication skills
	· excellent interpersonal, verbal and written communication skills [AF, GD, I,  RP]
	

	Work related circumstances
	· ability and commitment to working within professional boundaries [AF, I]

· ability to travel across Sheffield [AF, I,] 

· comfortable in a rapidly changing work place [AF, I]
	· full UK driving license [AF, I]
· access to a vehicle during working hours and car insurance for business use [AF,I]


When you are filling in your application form, please show clearly how your skills, knowledge and experience match the list above. These skills, knowledge and experience can have been gained in either a paid or unpaid capacity.

AF = Application form
GD = Group discussion
I = Interview
RP = Role play



Recruitment process

1. Assessment of application form.
Shortlisted candidates
2. Assessment of observed group discussion 

3. Interview 
4. Role play with written exercise
Topic for group discussion: 
What barriers might prevent customer participation in a Wellbeing centre setting? How would you overcome these barriers? 
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