High Peak CVS

Small Group Project Co-ordinator
Person Specification

	Skills, attributes, characteristics etc

	Essential
	Desirable

	A proven track record of working with small voluntary and community groups in a developmental role, including knowledge of how the sector operates
	X
	

	Good written and oral communication skills


	X
	

	Good interpersonal; skills with a wide variety of individuals and organisations


	X
	

	A team player


	X
	

	Self-motivated, able to take responsibility, organise time efficiently and handle conflicting work pressures.


	X
	

	Good recording and monitoring skills


	X
	

	Understanding of and commitment to Equal Opportunities


	X
	

	Ability and willingness to work unsociable hours


	
	X

	Understanding and empathy with rural issues and the problems faced by small, marginalised  groups in rural areas


	
	X

	IT skills – emails, internet search, word processing


	X
	

	IT skills – Publisher, Powerpoint, ECDL
	
	X



	Specialist skills in some of the following areas:-

Techniques for community consultation; liaison and negotiation; local government structures and methods of working; joint planning within partnerships; financial management; sources of funding and successful applications; charity law and registration; research skills and knowledge of various research methodologies
	
	X

	Local knowledge
	
	X

	A working knowledge of the organisation of voluntary and community groups, as described at 2(d) of Job Description
	X
	

	Access to a car
	X
	


