	Strengthening Communities Passport to Health and Employment

“Action for Jobs” 
Volunteer Development Officer; Preston 
Person Specification*
*(please refer to the “Key Information On the Position” document before making an application)



	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS

	 Qualified to NVQ 4 level or equivalent in a relevant vocational subject or ability to demonstrate appropriate ability and skills for a position at this level of responsibility
	
	(

	Willingness to undertake continuous professional development
	(
	

	EXPERIENCE

	Supporting people who are unemployed or economically inactive to get them taking steps towards employment and education.
	
	· 

	Experience (and/or qualifications) in Information, Advice and Guidance
	
	· 

	Experience of managing a case load 
	· 
	

	Recruiting and supporting volunteers to deliver activities and support people who are socially disadvantaged.
	
	· 

	Working in a multi-agency setting, with other partners who support vulnerable people. 
	
	· 

	Working on projects & experience of monitoring, report writing and evaluation
	
	· 

	Delivery of training or experience of facilitating groups
	
	· 

	Experience of using digital platforms to engage with people
	· 
	

	SKILLS & KNOWLEDGE

	Excellent communication skills including report writing, the ability to present written information clearly and concisely 
	· 
	

	Knowledge & understanding of the barriers to employment and education 
	· 
	

	Knowledge of community, voluntary and statutory partner agencies that operate in the Preston area for sourcing recruitment of participants, employability, volunteering and learning opportunities. 
	· 
	

	Knowledge and understanding of motivational techniques.
	
	· 

	Good IT and data management skills
	· 
	

	PERSONAL ATTRIBUTES & BEHAVIOUR 

	An ability to work successfully with different agencies and professionals.  
	· 
	

	An ability to plan and manage work effectively to meet deadlines and achieve targets
	· 
	

	A ‘people person’ with strong interpersonal skills to empathise with, listen to, communicate with, and motivate vulnerable people 
	(
	

	To have a ‘goal-oriented’ approach, in order to achieve targets for people to progress into employment or education.
	· 
	

	To be a self-starter with the ability to work independently and/ or as part of a team
	· 
	

	Ability to travel independently
	· 
	


