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	PERSON SPECIFICATION 


	ROLE
Community Development Assistant
	ESSENTIAL REQUIREMENTS
	DESIRABLE

	
Qualifications
(What qualifications are needed)

	GCSE Maths and English grades A to C (4 and above)

Educated to ‘A’ Level standard or equivalent experience

Driving Licence
	Qualification in an Arts or Events related subject

	

Experience
(What they know)

	
Experience of working with arts/cultural/heritage organisations and practitioners

Experience of delivering/commissioning a wide range of community projects or educational programmes

Knowledge in the relevant field, nationally/regionally and locally, including working in a highly evolving environment.

Experience of sourcing grant funding

Use of Microsoft Office especially Outlook, Word and Excel

Experience of writing variety of documents such as e-mail, correspondence and reports

	
Experience of planning and delivering participatory arts, cultural and heritage programmes and projects in a local/central government context

Experience supporting marketing activities

Experience working with children and young people and/or disadvantaged groups

Experience working with small businesses, freelancers



	
Skills
(What have they done)




	Experience in writing successful funding bids.

Experience in managing projects and reporting back to funders / senior management on progress. 

Networking and partnership development skills

Excellent communication and customer care skills to deal with individuals at all levels and backgrounds

Clear and accurate written work including minute taking and report writing. 

Ability to manage conflicting and competing deadlines.


	Project management

Events experience


	

Behaviours
(Way of thinking and Acting)
	
· TEAMWORK – Achieve more by working together
(List attributes i.e. Understands the benefits of working as a team and the fact that it includes the whole organisation not just your team)
· INNOVATION – Seek solutions to deliver services in the best way
(list the attributes i.e. collaborative in their manner, display good ideas).

· EFFECTIVENESS – Focused on achieving results
(list attributes i.e. communicates organised, good problem solver, self-motivated.

· RESPECT – Value the views and opinions of others 
(list attributes i.e. good listening skills, personable).

	· Understanding of teamwork and the wider team, Collaborative. Practical assistance.



· Solution focused, innovator, 




· Organised, self-motivated, problem solver, outcomes focussed

· Listener, personable, emotional intelligence and confidentiality, positive attitude, approachable 
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