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Title 
  �1LJKW�&DUH�$VVLVWDQW     

Department 
&KLOGUHQ��)DPLOLHV�	�&XOWXUDO�6HUYLFHV 

Post Ref. 
      

Job Purpose 
7R�SURYLGH�VDIH��VXSSRUWLYH�DQG�SRVLWLYH�FDUH�WR�DOO�UHVLGHQW�FKLOGUHQ�DQG�\RXQJ�SHRSOH����
7R�HQVXUH�WKH�SK\VLFDO�VDIHW\�DQG�VHFXULW\�RI�WKH�FKLOGUHQ�DQG�\RXQJ�SHRSOH�GXULQJ�QLJKW�KRXUV����
7R�UHVSRQG�WR�WKH�QHHGV�RI�WKH�\RXQJ�SHRSOH�DQG�ZLOO�KDYH�D�JHQHUDO�RYHUVLJKW�RI�EXLOGLQJ�VHFXULW\����
7R�XQGHUWDNH�DQ\�GRPHVWLF�GXWLHV�WKDW�DUH�UHTXLUHG�WR�PHHW�WKH�QHHGV�RI�WKH�KRPH��
�
�

Key Responsibilities 
 
7R�SHUIRUP�SHUVRQDO�DQG�LQWLPDWH�FDUH�WDVNV�ZLWK�FRPSOH[�SK\VLFDO�
DQG�OHDUQLQJ�GLVDEOHG�\RXQJ�SHRSOH��
�
)ROORZLQJ�WUDLQLQJ�DQG�EHLQJ�FRPSHWHQF\�DVVHVVHG��WR�XQGHUWDNH�
KHDOWK�FDUH�SURFHGXUHV�DQG�SURFHVVHV�RQ�FKLOGUHQ�ZLWK�SK\VLFDO�
GLVDELOLWLHV�DQG�VLJQLILFDQW�KHDOWK�QHHGV��
�
� 7R�UHVSRQG�WR�WKH�HPRWLRQDO��SV\FKRORJLFDO�DQG�SK\VLFDO�QHHGV�RI�WKH�
UHVLGHQW�FKLOGUHQ�DQG�\RXQJ�SHRSOH��DVVLVWLQJ�WKHP�WR�VHWWOH�DW�
EHGWLPH���<RX�ZLOO�PDNH�UHJXODU�FKHFNV�RQ�HDFK�\RXQJ�SHUVRQ�GXULQJ�
\RXU�VKLIW�WR�PDLQWDLQ�WKHLU�KHDOWK��VDIHW\�DQG�ZHOO�EHLQJ���
�
7R�SURYLGH�VHUYLFHV�HIILFLHQWO\�DQG�HIIHFWLYHO\�ZLWKLQ�RUJDQLVDWLRQDO�
SROLF\�DQG�VWDWXWRU\�UHTXLUHPHQWV��
�
7R�SURYLGH�FDUH�ZLWKLQ�DQ�HQYLURQPHQW�WKDW�SRVLWLYHO\�LQWHJUDWHV�UDFH��
FXOWXUH�JHQGHU��GLVDELOLW\�DQG�VH[XDO�RULHQWDWLRQ��
�

Key Accountabilities 
�
8QGHUVWDQGV�DQG�SXWV�LQWR�SUDFWLFH�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�
H[FHOOHQW�FXVWRPHU�VHUYLFH��
�
6HWV�D�SRVLWLYH�H[DPSOH�E\�XVLQJ�UHVRXUFHV�HIILFLHQWO\�LQ�OLQH�ZLWK�
SULRULWLHV�DQG�FRUUHFWLQJ�LQHIILFLHQW�SUDFWLFHV��
�
%XLOGV�SRVLWLYH�SHUVRQDO�UHODWLRQVKLSV�ZLWK�FXVWRPHUV��ZLWK�
FROOHDJXHV�DQG�SDUWQHUV�DFWLQJ�DV�D�PRGHO�ERWK�LQ�WHUPV�RI�
OLVWHQLQJ�DQG�H[SODLQLQJ�HVSHFLDOO\�WR�UHVROYH�DPELJXLW\��
�
%RXQFHV�LGHDV�RII�FROOHDJXHV�DQG�SHHUV��VHHNLQJ�LQSXW�DQG�
FRQVWUXFWLYH�FKDOOHQJH��
�
6XSSRUWV�IURQW�OLQH�VWDII�WR�DGDSW�ZD\V�RI�ZRUNLQJ�LQ�D�FKDQJLQJ�
HQYLURQPHQW��
�
'HYHORSV�DZDUHQHVV�RI�QHZ�SUDFWLFH�LQ�WKHLU�SURIHVVLRQ�DQG�
GHYHORSPHQWV�ZLWKLQ�WKH�&RXQFLO��
�
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7R�HQVXUH�WKDW�PDQDJHUV�DUH�LQIRUPHG�RI�VLJQLILFDQW�PDWWHUV�DULVLQJ�LQ�
FRQQHFWLRQ�ZLWK�WKH�+RPH��LVVXHV�RI�2IVWHG�FRPSOLDQFH�DQG�RU�WKH�
\RXQJ�SHRSOH��
�
7R�PDLQWDLQ�D�FXUUHQW�NQRZOHGJH�RI�OHJLVODWLRQ��SUDFWLFH�LVVXHV�DQG�
GHYHORSPHQWV�ORFDOO\�DQG�QDWLRQDOO\�LQ�WKHLU�ILHOG�RI�ZRUN��
�
7R�ZRUN�SRVLWLYHO\�DQG�HQDEOLQJ�ZLWK�FKLOGUHQ�DQG�\RXQJ�SHRSOH�ZLWK�
FKDOOHQJLQJ�EHKDYLRXU��
�
7R�HQVXUH�WKDW�FKLOGUHQ�KDYH�DFFHVV�WR�UHSUHVHQWDWLRQ�DQG�FRPSODLQWV�
SURFHGXUH��
�
7R�LPSOHPHQW�LGHQWLILHG�FDUH�PDQDJHPHQW�WDVNV��
�
7R�KDYH�DQ�XQGHUVWDQGLQJ�DQG�NQRZOHGJH�RI�FKLOG�GHYHORSPHQW��
�
7R�FRQWULEXWH�WR�DQG�LPSOHPHQW�HIIHFWLYH�VWUDWHJLHV�IRU�PDQDJLQJ�
FKDOOHQJLQJ�EHKDYLRXU��IROORZLQJ�WKH�0$3$�WUDLQLQJ��SULQFLSOHV�DQG�
VWUDWHJLHV��
�
7R�FRQWULEXWH�WR�DQG�LPSOHPHQW�FKLOG�FDUH�SODQQLQJ��
�
7R�FRPPXQLFDWH�HIIHFWLYHO\��SURIHVVLRQDOO\�DQG�VHQVLWLYHO\�ZLWK�
FKLOGUHQ��\RXQJ�SHRSOH�DQG�WKHLU�IDPLOLHV��
�
7R�KDYH�D�ZRUNLQJ�NQRZOHGJH�RI�FKLOG�SURWHFWLRQ�SURFHGXUHV�DQG�RI�
VDIHJXDUGLQJ�FKLOGUHQ�DQG�\RXQJ�SHRSOH�ORRNHG�DIWHU��
�
7R�EH�FRPPLWWHG�WR�WKH�HWKRV�DQG�SKLORVRSK\�RI�JURXS�OLYLQJ��
�
�
7R�XQGHUWDNH�DQ\�RWKHU�GXWLHV�ZKLFK�PD\�UHDVRQDEO\�EH�UHJDUGHG�DV�
ZLWKLQ�WKH�QDWXUH�RI�WKH�GXWLHV�DQG�UHVSRQVLELOLWLHV�JUDGH�RI�WKH�SRVW��

7UHDWV�DOO�FXVWRPHUV�DQG�FROOHDJXHV�ZLWK�UHVSHFW��FRQVLGHUDWLRQ�
DQG�WKH�DSSURSULDWH�OHYHO�RI�FRQILGHQWLDOLW\��
�

&KDOOHQJHV�LQDSSURSULDWH�EHKDYLRXU��
�
([HPSOLILHV�VDIH�ZRUNLQJ�LQ�OLQH�ZLWK�KHDOWK�DQG�VDIHW\�DQG�
VDIHJXDUGLQJ�SURWRFROV�DQG�SURFHGXUHV��
�
([HPSOLILHV�D�FRQVLGHUHG�DQG�SURIHVVLRQDO�DSSURDFK�WR�WKH�
PDQDJHPHQW�RI�ULVN��VKRZLQJ�XQGHUVWDQGLQJ�RI�WKH�ULVN�
PDQDJHPHQW�V\VWHP�
�

$SSOLFDQWV�3OHDVH�1RWH�
�
:KHQ�FRPSOHWLQJ�\RXU�DSSOLFDWLRQ�IRUP�\RX�PXVW�HQVXUH�
\RX�DGGUHVV�DQG�PDNH�FRPPHQW�RQ�WKH����FULWHULD�RXWOLQHG�
LQ�WKH�3HUVRQ�6SHFLILFDWLRQ��7KH�3DQHO�ZLOO�VKRUW�OLVW�VROHO\�
DJDLQVW�WKHVH�HOHPHQWV��,I�\RX�KDYH�QRW�FRYHUHG�WKHVH�
HVVHQWLDO�FULWHULD�UHTXLUHPHQWV�LQ�HQRXJK�GHSWK�\RX�ZLOO�QRW�
EH�LQFOXGHG�RQ�WKH�VKRUW�OLVW�RI�FDQGLGDWHV���
�
<RX�QHHG�WR�FDUHIXOO\�FRQVLGHU�KRZ�\RX�FDQ�PHHW�WKH�
HVVHQWLDO�FULWHULD��SOHDVH�JLYH�H[DPSOHV���)RU�LQVWDQFH��LW�LV�
QRW�VXIILFLHQW�WR�VWDWH�³,�have knowledge of safeguarding 
issues´���7KH�SDQHO�ZLOO�H[SHFW�\RX�WR�ZULWH�D�VWDWHPHQW�
LGHQWLI\LQJ�WKH�UDQJH�RI�VDIHW\�LVVXHV�\RX�KDYH�WR�FRQVLGHU�
ZKHQ�FKLOGUHQ�DQG�\RXQJ�SHRSOH�OLYH�LQ�D�UHVLGHQWLDO�VHWWLQJ��
DQG�KRZ�\RX�ZRXOG�ZRUN�ZLWK�RWKHU�SURIHVVLRQDOV�WR�NHHS�
FKLOGUHQ�VDIH�DQG�VHFXUH��,W�PD\�EH�KHOSIXO�IRU�\RX�WR�
UHVHDUFK�WKLV�DUHD�RI�WKH�SHUVRQ�VSHFLILFDWLRQ�EHIRUH�\RX�ILOO�
LQ�WKH�DSSOLFDWLRQ�IRUP�LI�\RXU�ZRUN�RU�RWKHU�VHWWLQJ�KDVQ¶W�
JLYHQ�\RX�H[SHULHQFH�RI�WKLV��*LYH�H[DPSOHV�HWF��WR�KHOS�\RX�
IRFXV�DQG�IUDPH�\RXU�VWDWHPHQWV�LQ�HDFK�DUHD�� 
�
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VXEMHFW�WR�WKH�SURYLVR�WKDW�QRUPDOO\�DQ\�FKDQJHV�RI�D�SHUPDQHQW�
QDWXUH�VKDOO�EH�LQFRUSRUDWHG�LQWR�WKH�-RE�'HVFULSWLRQ�LQ�VSHFLILF�WHUPV��
� � � � �
�

�
�
�
�
�
�
�
�
�
�
�

,W�PD\�EH�KHOSIXO�IRU�\RX�WR�KHDG�HDFK�SDUDJUDSK�RI�\RXU�
DSSOLFDWLRQ�IRUP�ZLWK�WKHVH����HVVHQWLDO�FULWHULD��

7KH�SRVW�KROGHU�ZLOO�SHUIRUP�DQ\�GXW\�RU�WDVN�WKDW�LV�DSSURSULDWH�IRU�WKH�UROH�GHVFULEHG 
�
�
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�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
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Person Specification 
�

4XDOLILFDWLRQV��([SHULHQFH�DQG�.QRZOHGJH��
��� 6KRXOG�KROG�DQ�194���&&<3�+HDOWK�	�6RFLDO�&DUH��&:'&�'LSORPD�

RU�HTXLYDOHQW��,I�QRW�KHOG�ZLOO�EH�UHTXLUHG�WR�UHJLVWHU�RQ�D�SURJUDPPH�
DQG�DFKLHYH�ZLWKLQ���PRQWKV�RI�EHLQJ�FRQILUPHG�LQ�SRVW��

�
��� 0XVW�EH�HGXFDWHG�WR�*&6(�JUDGH�&�RU�DERYH�LQ�(QJOLVK�RU�HYLGHQFH�

/LWHUDF\�VNLOOV�WR�/HYHO���RI�WKH�QDWLRQDO�TXDOLILFDWLRQV�IUDPHZRUN��
�

��� 7R�FRPPXQLFDWH�HIIHFWLYHO\�DQG�SURIHVVLRQDOO\�YHUEDOO\��QRQ�
YHUEDOO\�DQG�LQ�ZULWWHQ�IRUP��

�
��� 0XVW�XQGHUVWDQG�WKH�EURDG�SULQFLSOHV�RI�WKH�&KLOGUHQ�$FW�������DQG�

VXEVHTXHQW�DPHQGPHQWV��DQG�RWKHU�ILHOG�UHODWHG�OHJLVODWLRQ��
�

��� 0XVW� KDYH� D� FOHDU� XQGHUVWDQGLQJ� RI� WKH� VDIHJXDUGLQJ� LVVXHV� IRU�
FKLOGUHQ�\RXQJ�SHRSOH�LQ�D�UHVLGHQWLDO�JURXS�OLYLQJ�VHWWLQJ��

�
��� 0XVW�KDYH�DQ�XQGHUVWDQGLQJ�RI�\RXQJ�SHRSOH¶V�SK\VLFDO��HPRWLRQDO��

FXOWXUDO�DQG�UDFLDO�DQG�LQGLYLGXDO�QHHGV�LQ�D�UHVLGHQWLDO�VHWWLQJ��
�

��� 0XVW�KDYH�DQ�XQGHUVWDQGLQJ��DZDUHQHVV�RI�	�FRPPLWPHQW�WR�HTXDOLW\�
LVVXHV��

�
��� 0XVW�KDYH�DQ�XQGHUVWDQGLQJ�RI��DQG�DQ�DELOLW\�WR�PDQDJH�FKDOOHQJLQJ�

EHKDYLRXU��
�

��� 7R�KDYH�NQRZOHGJH�DQG�DSSOLFDWLRQ�RI�UHOHYDQW�+HDOWK�DQG�6DIHW\�
/HJLVODWLRQ��LQFOXGLQJ�ILUH�DZDUHQHVV��

�
�

Personal skills and general competencies 
�

����3XWV�LQWR�SUDFWLFH�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�H[FHOOHQW�FXVWRPHU�
FDUH��

�
����:RUNV�HIILFLHQWO\�DQG�HIIHFWLYHO\�DQG�DFWLYHO\�ORRNV�IRU�ZD\V�RI�

LPSURYLQJ�VHUYLFHV�DQG�RXWFRPHV�IRU�FXVWRPHUV��
�
�

����:RUNV�ZHOO�ZLWK�FROOHDJXHV�EXW�DOVR�DEOH�WR�ZRUN�RQ�WKHLU�RZQ�
LQLWLDWLYH����

�
�

����6KDUHV�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�SURYLGLQJ�D�VDIH�HQYLURQPHQW�
IRU�FXVWRPHUV�DQG�VWDII�DQG�DOVR�WUHDWLQJ�DOO�ZLWK�UHVSHFW�DQG�
FRQVLGHUDWLRQ�

�
����&RPPLWPHQW�WR�VHOI�GHYHORSPHQW�DQG�WUDLQLQJ��,QFOXGLQJ�D�

ZLOOLQJQHVV�WR�XQGHUWDNH�WUDLQLQJ�DV�LGHQWLILHG��SDUWLFXODUO\�/HYHO���
TXDOLILFDWLRQV���

�
����$ELOLW\�WR�ZRUN�ZLWKLQ�D�VWUHVVIXO�HQYLURQPHQW�DQG�PDQDJH�RZQ�

VWUHVV��
�

����([FHOOHQW�WLPH�NHHSLQJ�DQG�VLFNQHVV�UHFRUG��
�

����$EOH�WR�GHPRQVWUDWH�SDWLHQFH��IOH[LELOLW\��LQWHJULW\��UHVLOLDQFH��
HQWKXVLDVP�DQG�VHQVLWLYLW\�ZLWKLQ�JRRG�SDUHQWLQJ�SULQFLSOHV�DQG�
SUHVHQW�DV�D�JRRG�UROH�PRGHO�IRU�\RXQJ�SHRSOH��

�
����0XVW�EH�DEOH�WR�ZRUN�RQ�D�URVWHUHG�EDVLV��LQFOXGLQJ�ZHHNHQG�DQG�

XQVRFLDEOH�KRXUV�DQG��EDQN�KROLGD\�ZRUNLQJ��
Experience 

�
����0XVW�KDYH�D�PLQLPXP�RI���PRQWKV�H[SHULHQFH�RI�ZRUNLQJ�ZLWK�
FKLOGUHQ�DQG�RU�\RXQJ�SHRSOH���

�
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Role Dimensions 
�

��� ,QVHUW�FRUH�DUHD�V�RI�UHVSRQVLELOW\��LQF��WHDPV��VHUYLFHV�	�IXQFWLRQV��
��� ,QVHUW�ILQDQFLDO�UHVSRQVLELOLW\�
��� ,QVHUW�VWDII���1R�RI�GLUHFW�UHSRUWV��

Please attach a structure chart 
�
'DWH�� � � � � �


