WAI YIN SOCIETY

Education, Training, Employment Project Worker

Person Specification

We are looking for someone who has good motivational skills, and can encourage and promote learning and volunteering within the community.  
The post holder will be liaising with other units within Wai Yin, reporting to, and working with, other members of the ETE team. The post holder will also be responsible for accurate record keeping. 
Candidate requirements are as follows:
Education/Qualification/Training








Requirement

1. NVQ level 3 or above in Information, Advice and Guidance (IAG) or Mentoring.

Desirable
2. Qualification in Customer Care, or education, or related area. 




Desirable
3. Hold good literacy IT and numeracy skills.                                                                               Essential







             



4. Equivalent of 5 GCSE examination passes.






Essential
Experience

1. Has experience of keeping accurate records for individuals.                                                    Essential

2. Has had experience of delivering or providing Learner Support/Advice and Guidance

      to learners/volunteers 




OR,





3. Has had at least one year’s experience of working in an adult learning setting, or 

Essential

community based organisation or voluntary sector, or a provision which targets to 
provide adult learning services to ethnic minority groups. 
Skills/ knowledge/ abilities
1. Excellent interpersonal communication skills.  Excellent Customer Care skills 


Essential

with pleasant and friendly manner.


 

2. Patience and ability to listen to individual’s needs.





Essential

3. Sensitive to a range of cultural backgrounds.






Essential
4. Sensitive to a range of adult learning issues.






Essential
5. Good problem solving skills.








Essential 

6. Time management and excellent organisational skills.





Essential 

7. Ability to communicate in fluent English
and to be able to communicate effectively 

Essential

and liaise with a wide range of people. 

8. Ability to communicate in fluent Chinese (Mandarin or Cantonese).



Desirable

9. Ability to work under pressure and adapt to changing circumstances.



Essential 
10. Ability to work with others as a team as well as to work independently.



Essential
11. Good record writing and keeping skills.







Essential

12. PC literate.










Essential

13. Self-Motivating.










Essential
14. Respect Confidentiality in relation to information received.                



Essential  

15. Ability to prepare documents for marketing, reports and to analyse and present data.

Essential
16. Hold a clean UK driving license 








Desirable
Work related 

1. Willingness to work in a flexible manner. 






Essential 
2. Willingness to participate in appropriate training.





Essential 
3. Willingness to comply with the Society's Health and Safety Policy, Confidentiality Policy 
Essential    
and Data Protection Act 1998.         
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