Northmoor Community Association (NCA) - PERSON SPECIFICATION
Job Title: Community Development and Volunteer Coordinator

	CRITERIA
	ESSENTIAL
	DESIRABLE
	MEANS OF ASSESSMENT

	QUALIFICATIONS
	Good standard of education
	
	Documentary evidence

	EXPERIENCE
	· At least 2 years working in a diverse community role
· Worked with disadvantaged people with complex challenging issues
· Volunteer recruitment and co-ordination
· Service and Project management
· Experience of Microsoft Office (or equivalent) including Word, Excel, Powerpoint, Publisher and Access
· Experience In operating other items of essential office technology
· Experience in successful  funding applications with effective monitoring and evaluation
	Web design and maintenance.

Track record of community fundraising  in a community organisation
	References

Application form

 Interview questions

	
	
	Experience of volunteering for a community organisation
	Interview questions/Application Form

	SKILLS
APTITUDES
	· Excellent IT literacy able to use the internet, email, trouble-shoot IT problems, manage document preparation and use workflow management tools.
· Excellent organisational skills.
· Excellent verbal, written and communication skills.
· Good level of numeracy and literacy
· Ability to think creatively to engage with residents, volunteers and fundraisers
· Proven communication and documentation skills with ability to record relevant information and produce legible, concise and accurate written reports.
· Able to manage workload logically and with an orderly and systematic approach.
· Good interpersonal and communication skills – able to work with people at all levels, both internal and external.
· Ability to set up and maintain record keeping, filing and data storage systems, and ensure that information is stored accurately / logically, within Project guidelines.
· Ability to complete tasks on time and to the required standard with minimal supervision
· Ability to work well within a Community Centre setting and as part of a small team.
· Ability to take the initiative looking for new ways to develop the Centre and the services provided to the community.
· Effective time management and self-motivation
· Excellent attention to detail
· Team player with the desire to grow within an organisation
· Calm and personable style
· A compassionate understanding of the needs of marginalised   people

	An understanding of
the need to provide a service that has users
as the focus of all activities
	Application form

Interview questions

Scenario question in interview 

Reference

	
	
	
	

	
	
	Understanding of data
protection rules and regulations
	

	
	
	
	

	
	
	
	

	
	
	
	

	KNOWLEDGE
	· Good knowledge of methods of information searching
· Good knowledge of volunteer legislation
· Awareness of what NCA provides currently
	Good knowledge of the local area
	Interview questions
Application Form
Interview questions

	PERSONAL
QUALITIES and ATTITUDE
	· Good timekeeping and attendance
· A high degree of personal motivation and a willingness to learn new skills, taking on challenges and undertake relevant training.
· Flexible approach to working arrangements including out of hours activities such as meetings
· Positive can-do attitude and commitment to achieving positive outcomes
· Positive in outlook: always looking for the best outcomes from dealing with people and situations.
· Ability to motivate others and get the best out of people
· The ability to work successfully with partners and via inter-agency working
· Self-aware: aware of gaps in own knowledge and skills, and not be afraid to ask for assistance
· Reliable and trustworthy with a high degree of personal integrity
	
	Scenario questions in
Interview
Interview questions
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