
 

 

Person Specification 
 

 

Post Graduate Programme  
 
 

Qualifications Essential Desirable 

Have achieved or on track to achieve a minimum 2:1Bachelor’s Degree or equivalent 
during the current academic year 2018 /2019 or the previous 2 academic years 

  

Full Driving Licence   
   

Experience  

Experience of working with vulnerable people in a paid or voluntary capacity   

Voluntary work for a charity   

Work experience generally   
   

Skills 

Interpersonal skills 
  

 Patience and ability to listen and empathise with people 

 Ability to engage with people 

  

Working with others :- willingness to co-operate and work as a team with other staff 
members to provide a flexible and responsive service 

  

Ability  to work alone(unsupervised) and as part of a team   

Ability to show initiative   
   

Communication   

Developed word processing skills    

Experience of using a range of  IT software including Word, Excel, Outlook, Power 
Point 

  

Experience of preparing and presenting information concisely and clearly    

Ability to communicate key issues effectively and appropriately verbally and in writing, 
to a variety of audiences 

  

   

Practical Skills 

Excellent organisational, numerical and literacy skills   

Experience of prioritising and organising work whilst maintaining flexibility to deal with 
conflicting demands and an unpredictable workload 

  

Experience of dealing sensitively with confidential information ensuring that 
information is current, accurate and secure  

  

   

Attitude   

Commitment to self development   

Willingness to abide by and take personal responsibility under the Charity’s Policies 
and procedures 

  

Sensitive and caring attitude to people   

A caring attitude based on respect for all individuals   

A respect for the dignity of all individuals   

Appreciation of equal opportunities and the strategies to achieve this   

to be inclusive   

Dependable, punctual and patient   

Willingness to take and give direction   

Willingness to work flexibly, unsocial hours including nights, weekends and bank 
holidays 

  

Understanding and sympathetic to the ethos, values an principles of practice relating 
to Catholic Care 
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