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SUPPORT SERVICES OFFICER - PERSON SPECIFICATION

Essential Criteria:

Education/Experience 

1. Third level or equivalent qualification  

Or
           A minimum of at least 3 years’ experience of managing an administrative/customer

           service focused, public facing operation in the community, voluntary, private or
           statutory sectors.                                                                                 
2. A minimum of at least 3 years’ experience of system and process development and management reporting.  
3. Experience of estate management.
4. A minimum of 3 years’ experience of managing and operating within budgetary

            constraints.  

5. Experience in leading, developing and motivating a team. 
Knowledge 

6. Knowledge of health and safety.
7. Knowledge and understanding of the health and social care sector in Northern Ireland.

8. An understanding of the role of the voluntary and community sector in Northern Ireland and the environment in which they operate in.

9. Knowledge of multi-platform communication methods improving access for clients and customers (eg. website, social media).

Skills and Abilities 

10. Ability to communicate effectively both orally and in writing for internal and external audiences.

11. Ability to manage information effectively by seeking, organising, evaluating and analysing information to facilitate decision making and problem solving, and to influence others.
12. The ability to demonstrate a strong client and service delivery focus.

13. Ability to work effectively as part of a team.

14. Highly developed administrative and organisational skills and the ability to use

            computer software. e.g. Microsoft Word, Powerpoint and Excel.
General

15. Willingness to work unsociable hours at times and to attend evening and occasional weekend meetings.

16. Willingness to work on a Northern Ireland wide basis.

17. Access to a car and a valid driving licence by the job closing date

Or
            Otherwise able to fulfil the mobility requirements of the post.

