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PERSON SPECIFICATION
POST TITLE: A Chance To Trade Project Co-ordinator

EDUCATION & TRAINING
Essential 
· Minimum GCSE grade C (or equivalent) in Maths and English 
· Level 3 or above in a relevant subject

Desirable

· A relevant teaching qualification
· Degree, or equivalent qualification in a relevant subject area 
· A relevant advice and guidance qualification

BACKGROUND, KNOWLEDGE & EXPERIENCE
Essential
· A good understanding about the issues surrounding disadvantaged/marginalised/vulnerable/ groups/communities and in particular those faced by women 
· [bookmark: _Hlk519768564]Knowledge of working with unemployed and disadvantaged women with a good understanding of working with women to create better opportunities
· Knowledge of methods applied to engage disadvantaged communities and methods of marketing and communications used to recruit participants onto new projects/initiatives
· [bookmark: _Hlk521412104]Working knowledge and experience of delivering projects / new initiatives within a community setting
· Knowledge of awarding bodies and carrying out standard assessment
· Experience of delivering enterprise related workshops and/ or working alongside experts/specialist that can deliver related workshops
· Working knowledge and experience of giving one-to-one advice and guidance in particular around progressing business ideas and business start-up
· Knowledge of services and enterprise support initiatives that people can benefit from
· Knowledge of the components required to progressing a business idea to making the steps to start-up
· Knowledge of trading links and opportunities within the city and how to access these
· An understanding of the rules and regulations around selling products and services to the public
· Experience of developing successful partnerships or links with external bodies or individuals in order to enable beneficiaries to get the best all around support required 



· Experience of report writing
· Experience of networking and collaborative work
· Experience of working on projects that deliver towards milestones, deadlines, outcomes and outputs
· Knowledge of monitoring and evaluation methods 

Desirable
· Knowledge of ethos and values of the voluntary sector
· [bookmark: _GoBack]Experience of developing and creating training materials accredited/ non accredited
· Demonstrable experience of using a range of social media platforms
· Experience of running your own business

SKILLS & COMPETENCIES
Essential
· Excellent written and verbal communication skills
· Good planning and organisational skills
· Ability to work independently, be self-motivated and use own initiative
· Maintain a high-level of confidentiality
· Strong interpersonal skills
· IT proficient (Microsoft Office applications, particularly Word, Excel and Outlook)
· Ability to work to tight deadlines with a high level of accuracy
· A collaborative and flexible work style and strong team player

OTHER
Essential
· Understanding of commitment to equal opportunities and Diversity
· A desire to effect positive change, and a genuine invested interest in communities and their well-being and development
· Able and willing to work flexible hours if required
· Be able to work some Sundays supporting women to sell at markets and when required
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