TOUCHSTONE

PERSON SPECIFICATION - SELECTION CRITERIA: BUSINESS SUPPORT OFFICER (CRISIS MENTAL HEALTH SERVICES) 
	
	ESSENTIAL CRITERIA
	METHOD OF ASSESSMENT
	DESIRABLE CRITERIA
	METHOD OF ASSESSMENT

	SKILLS
	· Excellent communication skills, verbal and written in order to effectively interact sensitively with service users, members of the public, staff, managers and representatives from other organisations
· Effectively engage, communicate and work positively in partnership with people/organisations
· Good level of numeracy skills in order to operate internal systems, e.g. petty cash, purchase requests and orders.
· Excellent minute taking skills.
· Excellent ICT skills, e.g. Microsoft Office applications, (Word, Excel, Outlook, Teams, Publisher, PowerPoint, set up meetings, Canva).
·  Effectively prioritise work, meet deadlines and negotiate timescales in a timely manner.
· Excellent organisational skills.
· Attention to detail relating to admin role, e.g. data input, processing money, word processing. 
· Accurate record keeping 
· Effectively work under pressure and on own initiative.

	All AF/INT/TEST


	· 
	· AF/INT


	EXPERIENCE
	· Significant experience of carrying out a wide range of admin duties to support the successful operation of staff and services development
· Evidence of successfully maintaining administration/ office systems.

· Effectively communicating with a wide range of individuals/ organisations with positive outcomes.

· Extensive IT experience to produce accurate and quality letters, reports, tables and graphs.

· Creatively and effectively present data in both quantitative and qualitative formats to a wide range of audiences 
· Evidence of successfully working as part of a team to meet service outcomes
·  Effective use of digital platforms (i.e., Websites and social media) and tools to create content that is relevant and accessible for all.

· Leading on developing, implementing and maintaining administration systems. 
· Effectively supporting recruitment and selection processes.
· Experience of effectively organising and accurately taking minutes of complex meetings.

· Successfully working in the health and social care sectors.


	All AF/INT/ Test
A

	· Experience of mental ill health

· Positively working in a multi-cultural environment, eg work, voluntary
· Supporting facilities management to create a safe working environment for others
· Experience of working in mental health organisations
	· AF/INT

· AF/INT



	KNOWLEDGE
	· Capturing and analysing data and creating reports for organisational purposes

· Advanced knowledge of applications and systems such as Microsoft Office and databases.

· An understanding of how to tailor communications to individuals who have difficulties with literacy or may not have English as a primary language 


	All AF/INT/ Test

	· An understanding of the barriers individuals face in accessing mental health support, particularly individuals from minority groups.
· Project management techniques, and the ability to prioritise and manage ongoing project work. 


	

	ATTITUDES AND DISPOSITION
	· Commitment to Touchstone’s aims and values

· Commitment to respecting diversity and anti-discriminatory/anti-oppressive practices.

· Solution-focused approach to work

· Commitment to taking personal responsibility

· Flexible and adaptable approach to working within the team. 

· Self motivated and confident

· Commitment to personal development, learning and reflective practice

· Willingness to be managed and supervised.

· Commitment to maintain confidentiality at Touchstone
· Ethusiastic, reliable and resilient
· Open to change and able to work flexibly in line with the needs of the service/organisation
· A commitment to working co-productively with service users, staff and the public.

· A commitment to applying the principles of Trauma Informed Practice

· Willingness to be managed and supervised.


	All AF/INT


	
	

	EQUAL OPPORTUNITIES
	· Must be able to recognise discrimination in its many forms and be willing to put into practice Touchstone’s Equality Policies.

· Must be sensitive to the needs of disadvantaged groups in the planning and delivery of services.

· A commitment to providing high-quality services to diverse communities across Yorkshire.

	All AF/INT


	
	

	QUALIFICATIONS/

TRAINING


	 .A relevant IT qualification, e.g. ECDL or ability to produce work to that standard.


	AF/ INT/TEST


	NVQ3/BTEC Business Studies or equivalent or the ability to produce work to that standard

	


Method of Assessment

· AF – Application Form

· Int – Interview

· Test
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