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Project Co-ordinator – Chatty Café scheme - PERSON SPECIFICATION

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	· Attainments
	· Good People Management experience
· Good experience of working with and managing people.
· Excellent listening skills
	· Experience of Volunteering 

· Knowledge of the local area to Willowbrook
· Track record of successful working alongside volunteers
· Record of building effective partnerships within the community to create and support volunteering opportunities.
· Successful experience of the recruitment, induction, and training of volunteers

	· Application

· Interview
· Qualifications

· References 



	· Specialist aptitudes
	· Mature & professional attitude

· Tact, diplomacy

· Awareness and understanding of a need for confidentiality. 

· Effective communication and presentation skills – speaking, listening and writing.
· Ability to motivate colleagues and volunteers.

	· Ability to relate to and understand the motivation for volunteering.

	· Interview

· References 



	· Circumstances
	· Willingness to work flexibly to meet the needs of the service.
· Ability to manage own time effectively 
	· Ability to lead by example and have a ‘can do’ attitude.
· Valid driving licence and access to own transport

	· Interview

· References

	· Motivation and disposition
	· Enthusiastic 

· Caring, compassionate attitude

· Commitment to the ethos and purpose of Willowbrook Hospice 

· Ability to deal with supporters, volunteers, and colleagues sensitively
	· Understanding of the 3-year Strategy and its relationship to the delivery of ‘good volunteering’ at Willowbrook 
	· Interview

· References
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