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     Person Specification
	Post 
	Review Co-Ordinator (for Young People in Care) 

	
	Dept
	Student Experience

	Grade
	Scale 5 

	
	Ref No
	178-23


	Education / Training


	Criteria Essential (E)

Desirable (D)
	Measured By

Interview (I)

Application (AF)

Assessment Centre (AC)

Presentation (P)

	Relevant experience in supporting learners with a diverse range of needs

GCSE English and Maths (minimum A-C grade / 9-4) or equivalent

Level 3 qualification in this field
	E

E

D


	AF 

AF 

AF

	Relevant Experience
	e / d
	Measured By

	Experience of working with young people 

Liaison with schools and other professional agencies

Experience of signposting and making relevant referrals to both internal / external agencies 

Experience of using a range of computer packages including word, excel, database, email and internet

Coordinating and contributing to educational meetings for learners 


	E

E

E
E

D

	AF / I

AF / I

AF / I

AF / I

AF / I



	Relevant Knowledge/ Skills & Aptitudes
	e / d
	Measured By

	Ability to relate to young people

Knowledge of SMART targets 

Ability to complete relevant administrative processes to a deadline

Good interpersonal and communication skills

Knowledge of Adverse Childhood Experiences and working in a Trauma informed manner

Knowledge of social prescribing
	E
D
E

E

D
D
	AF / I
AF / I
AF / I

AF / I

AF / I

AF / I




	Special Requirements
	e / d
	Measured By

	Self-motivating

Effective time management

Flexibility

Excellent administrative skills

Willingness to work across campuses

Bolton College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment
Committed to the principles of valuing diversity and equal opportunities


	E

E

E

E

E

E

E
	AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

AF/I




