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PERSON SPECIFICATION:
TRANSITIONS OFFICER

	
	Application
	Interview
	Probation
	Office use 

	EXPERIENCE of
	
	
	
	

	1. Supporting and promoting the independence of young people with learning disabilities and people with special educational needs
	(
	(
	
	

	2. Working alongside an individual to provide training and support in their duties, or other training responsibilities.
	(
	(
	
	

	3. Liaising effectively between organisations and individuals to ensure good communication, and dealing with conflict
	(
	(
	(
	

	4. Using appropriate sources of information and assistance to help yourself or others in work.
	(
	
	(
	

	5. Following policies and procedures.
	
	
	(
	

	6. Meeting with employers and negotiating work experience and paid work placements.
	(
	
	
	

	KNOWLEDGE & UNDERSTANDING of
	
	
	
	

	1. The constraints and priorities of a range of employers, and their expectations of you, your service and the people you represent.
	(
	(
	(
	

	2. Giving appropriate advice, guidance and counselling on employment matters to young people with learning difficulties and young people with special educational needs.
	(
	
	(
	

	3. The issues facing young people from disadvantaged groups, particularly people with learning difficulties and people with special educational needs.
	(
	
	(
	

	SKILLS & ABILITIES in
	
	
	
	

	1. Self-management of workload and the ability to work on your own initiative.
	(
	
	(
	

	2. Effective communication skills (written & verbal) and the awareness to adapt your personal presentation according to different workplaces and situations.
	(
	(
	(
	

	3. Diplomacy and negotiation to resolve conflict and generate mutually satisfactory changes.
	(
	
	(
	

	4. Maintaining accurate data and written records
	
	
	(
	

	ATTITUDES
	
	
	
	

	1. Clear motivation to enable people to succeed in open employment.
	(
	(
	(
	

	2. Commitment to a team approach to working.
	(
	
	(
	

	3. Commitment to the principles and practice of equal opportunities.
	(
	(
	
	

	4. Ability to represent individuals in a positive and constructive way, including people who may present particular challenges.
	
	(
	(
	

	5. Work co-operatively with and on-behalf of people from varying backgrounds and lifestyles.
	
	(
	(
	

	Office use:       Candidate code:



            Date of shortlisting:

Minimum score for interviewing:

Total score:

Interview? Yes / No
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