[bookmark: _GoBack]Person specification – Information Coordinator 

You will need to demonstrate evidence of the following attributes, skills, knowledge and experience:

	Experience
	Essential/Desirable

	3 years’ experience of working in a health and social care setting
	Essential

	Experience of signposting vulnerable people to appropriate services
	Essential

	Experience of monitoring and evaluation
	Essential

	Experience of social media
	Essential

	Experience of working in a mental health organisation

	Desirable

	Experience of managing and motivating volunteers
	Desirable

	Experience of managing website content on WordPress 
	Desirable

	Experience of using work management platforms such as Buffer and Trello
	Desirable

	Personal Qualities and Knowledge
	

	Knowledge on mental health conditions, and services and support within Sheffield 
	Essential

	Good customer relations 
	Essential

	Ability to encourage a supportive and inclusive environment 
	Essential

	Excellent attention to detail
	Essential

	Ability to manage a varied workload and deadlines
	Essential

	Resilience and ability to respond to challenging situations that may arise 
	Essential

	Evidence of positive mental health values including an understanding of the challenges faced by people experiencing difficulties around mental health 
	Essential

	Skills and Qualifications
	

	Good administrative skills including record keeping and time management
	Essential

	Computer literate
	Essential

	Generating online content that fits within the values of an organisation
	Desirable









