	Person Specification 

Family Support Coordinator

	Education and Training

	Essential Criteria
	 Desirable Criteria

	Working knowledge of Microsoft Word, Excel, Access, Publisher, Outlook, Internet and email.

Website contact management system (currently using Cleverbox)
	
	Qualification in Marketing, Communications or Business at an HND level or above
	

	To have a sound understanding and confident in the use of computer systems
	
	
	

	Achievements and Experience

	Essential Criteria
	 Desirable Criteria

	Familiarity with e-marketing systems, social media and other online marketing skills
	
	Experience working with children and young people with multi-sensory impairment
	

	
	
	Previous employment experience in an administrative or marketing capacity
	

	Skills & Abilities

	Essential Criteria
	Desirable Criteria

	Ability to communicate effectively with families / carers, team members, Manager and external agencies
	
	Knowledge of communication systems used to communicate with people who have limited verbal communication skills
	

	Sound knowledge/ understanding of issues that may face people with disabilities
	
	Some understanding of budgets
	

	Able to work on own initiative and demonstrate the ability to make decisions
	
	
	

	To be able to advocate on behalf of individuals
	
	
	

	An understanding of the needs of vulnerable people.
	
	
	

	Ability to work effectively as part of a team
	
	
	

	Ability to summarise and record information in a way that can be readily understood by others.
	
	
	

	Ability to project manage events and training
	
	
	

	Willing to assist and support colleagues unprompted across a wide variety of administrative tasks to promote the overall growth of the Service
	
	
	

	Personable and presentable, with a pleasant telephone manner and capable of representing the Service outside the office
	
	
	

	Enthusiastic, adaptable self motivated, and showing a desire to succeed
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