Communications & HR Officer Person Specification

	CRITERIA
	ESSENTIAL/DESIRABLE
CRITERIA
	HOW TO BE
MEASURED

	Qualifications: 
GCSE or equivalent in English & Math’s
CIPD qualified or evidence of good progress with award
Business Administration qualifications or awards
	
Essential
Essential

Desirable

	Production of certificate

Production of certificate




	KNOWLEDGE & EXPERIENCE
Knowledge of current employment legislation
Knowledge of best practice, capability issues, disciplinary and grievance etc
	
Essential
Essential

	
Application form/Interview


	Knowledge of good line management practice
Experience of working in the care sector
Knowledge of legislation pertaining to  volunteers
	Essential
Desirable
Desirable
	Application form/Interview



	Experience of using Information Technology in a HR context

Experience  of using social media to promote & market business 
	Essential


Desirable
	Application form/Interview

Application form/Interview


	Experience of implementing and/or managing quality management systems such as ISO9001, PQASSO, IIP etc
	Essential
	Application form/Interview


	Experience of delivering training to staff around organisational policy & procedure 
	Desirable
	Application form/Interview


	Skills & Attributes
Excellent written and verbal communication skills
Ability to manage & influence staff to develop best practice & personal development
	
Essential

Essential
	
Interview/Application form

	Ability to maintain a professional & confidential attitude to all aspects of the post

Ability to work with people from across the organisation

	Essential

	Interview/Application form

	Ability to enable line managers to achieve policy compliance whilst working in a busy & challenging environment
	
Essential
	
Interview/Application form

	Ability to produce accurate and legible written materials, plans and reports to meet deadlines
	Essential
	Interview/Application form

	Other skills and attributes that are relevant to the job
	
	



