EDINBURGH CARERS COUNCIL
Person Specification

Outlined below are the Essential and Desirable Criteria for the post of  Resource and Information worker. When filling in your application use these criteria to outline how your skills and experience are relevant to the post. When short listing the interview panel will use these criteria to assess your suitability for the post.          
                                                     


	QUALITIES 
	ESSENTIAL 
	DESIRABLE

	Experience
	Of office work including word processing, filing, photocopying and ordering
	 

	 
	Of managing own workload

and of working flexibly both on own and as part of a small team
	 Experience of groupwork 

	 
	Of using IT for inputting information including word processing, database, spreadsheets and scanning
	 

	
	Of using desktop publishing, graphics and updating website.
	

	 
	 
	Experience as a carer

	Knowledge
	Of office systems and the general office environment
	 

	
	Of the importance of confidentiality
	

	
	Of advocacy and collective advocacy principles
	

	 
	 
	Of the issues faced by  carers of people using mental health services

	 
	 
	Of the mental health field or voluntary sector

	Abilities
	To communicate effectively both verbally and in writing with a diverse range of groups
	 

	 
	To network and communicate effectively with other information providers and carer groups
	 

	 
	To recognise and work within agreed boundaries of confidentiality
	 

	 
	To act on own initiative when seeing that a task needs to be done
	 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


