[image: image1.png]



PERSON SPECIFICATION
Job title: Safeguarding Administrator
	Attributes
	Requirements
	Method of Assessment

	
	Essential
	Desirable
	

	Qualifications
	· Evidence of good standard of education.

	· NVQ or similar administration qualification.
· IT qualifications, e.g. ICD.L
	Letter of application.

	Experience
	· Excellent communication skills
· Previous experience of liaising with internal and external multidisciplinary teams.
· Experience with dealing with confidential and sensitive situations.
	· Experience of working in General Practice and using various IT systems. 
· Previous safeguarding experience/knowledge.


	Letter of application and Interview.

	Practical and intellectual skills (including any special knowledge)
	· Excellent IT and keyboard skills, including Word and Excel.
· Methodical, accurate and organised working practices.

· Accurate and appropriate record keeping.
· Attention to detail and the ability to work in an ordered and logical manner.
· Able to prioritise workload.
	· Knowledge of the EMIS clinical system, Docman, Klinik and AccuRx.
	Letter of application and Interview.

	Disposition/ Adjustment / Attitude
	· Able to project a very welcoming and professional image in the approach to work.
· Empathic and discreet approach when dealing with sensitive issues.
· Great team work ethic.
· Ability to work under pressure/multi-task.
· Diligent approach to work.
	
	Letter of application and Interview.
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