
BARNET MENCAP

PERSON SPECIFICATION
JOB TITLE:
Open Door Coordinator
LOCATION:
35 Hendon Lane, Finchley, London N3 1RT
ESSENTIAL CRITERIA

EXPERIENCE RELEVANT TO THE POST:
· Experience of working with under 5s in any setting (either paid or voluntary)
· Experience of working with families in the voluntary or statutory sector
SKILLS & ABILITIES:
· Excellent interpersonal and communication skills

· Ability to work effectively in play settings

· Ability to work in partnership with professionals from other agencies, e.g. Education, Health, Social services, etc.
· Ability to respond to parents’ needs and to support the development of play opportunities for children with special needs in mainstream settings
· Ability to act as an advocate for parents where appropriate, and to mediate between parents and agencies where necessary
· Ability to prepare reports and provide monitoring evidence about the service for funders and other interested parties
· Ability to maintain clear and accurate records

· Ability to organise and manage a demanding workload

KNOWLEDGE RELEVANT TO JOB:
· To have knowledge of current legislation relevant to working with children with disabilities
· To have an awareness of the issues faced by parents of children with disabilities
· Knowledge of child development
SAFEGUARDING:
· To demonstrate an understanding and ability to follow safeguarding procedures

TRAINING:
· Willingness to undertake relevant training as required
· To take part in and contribute to supervision and appraisal
STAFF MANAGEMENT:
· Ability to supervise and support Open Door sessional staff and volunteers at term-time and play events
SPECIAL JOB REQUIREMENTS:
· Must be able to carry out visits across the borough
EQUAL OPPORTUNITIES:
· To actively promote anti-discriminatory practice
· To be able to work with families to address issues of discrimination
DESIRABLE CRITERIA

· Experience of project development work
· An understanding of Health and Safety issues and ability to carry out risk assessments
· A qualification in Education, Health or Social Care
The information on this form will be the basis on which applicants will be shortlisted/invited for interview.  All applicants with a disability who meet the essential criteria will be shortlisted/invited for interview.
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