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EMPLOYEE 
SPECIFICATION 								         

	Dept:
	Environment and Property
	Section:
	Community Safety

	Post No: EPCS01004

	Designation:
DARDR Administrator
	Grade:  
	 7 


	Qualification: 

(E)  GCSEs, Grade "C" or above including Maths and English (or equivalent)

(D)  Educated to A-Level or equivalent.



	Knowledge/Skills/Abilities:

(E)    A proven ability to plan, organise and manage own workloads, use time effectively and work with the minimum of supervision.

(E)    Ability to communicate sensitively and effectively, both verbally and in writing, with a           
         variety of people including people who are bereaved.

(E)    Ability to build and maintain positive relationships and to work as part of a team

(E)    Ability to work in a team with professionals from other organisations and to understand their roles and responsibilities.

(E)    Ability to use Microsoft Office computer software (Outlook, Word, Excel, etc.) or equivalent.

(E)    Ability to deliver a service with high standards of customer care.

(D)   Knowledge of current legislation and statutory guidance relating to the review of    
        domestic abuse related deaths.



	Experience:

(E)   Experience of carrying out complicated administrative tasks in a timely way.

(E)   Experience of responsibilities which a local authority in relation to work to prevent  
        incidents of domestic abuse and to support victims of abuse and their families. 

(E)   Experience of providing a service to the public.

E)  Experience in a role which involved complex management and administration arrangements in sensitive cases, including relevant training and qualifications.



	Special Requirements:

(E)    A flexible approach to working arrangements as duties may require occasional evening working for which reasonable advance notice will be given, except in emergencies.

(D)  Full, clean driving licence.

(D)    Commitment to own professional development.


	NB   E    Essential
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