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7LWOH�
)RVWHU�&DUHU�±�&KLOG�6SHFLILF�

Department 
)DPLOLHV�DQG�&XOWXUDO�6HUYLFHV 

Post Ref. 
      

Job Purpose 
)RVWHU�&DUHU�

Key Responsibilities/Overview 
�
:H�DUH�ORRNLQJ�WR�UHFUXLW�D�QXPEHU�RI��IRVWHU�FDUHUV��IRU��FKLOGUHQ�DJHG�IURP�
�����\HDUV�ZKR�DUH�FXUUHQWO\�SODFHG�LQ�UHVLGHQWLDO�FDUH��7KHVH�FKLOGUHQ�PD\�
KDYH�KDG�VHYHUDO��SODFHPHQW�EUHDNGRZQV�DQG�DV�D�FRQVHTXHQFH�WKH\�PD\�
H[SHULHQFH�HPRWLRQDO�DQG�DWWDFKPHQWV�LVVXHV�DQG�IHDU�UHMHFWLRQ��
�
7KH�FKLOGUHQ�ZLOO�QHHG�D�FDOP��UHOD[HG�DQG�QXUWXULQJ�HQYLURQPHQW��WRJHWKHU�
ZLWK�FRQVLVWHQW�ERXQGDULHV�DQG�URXWLQHV��6RPH�RI�WKH�FKLOGUHQ�PD\�QRW�EH�
DFKLHYLQJ�WKHLU�DJH�UHODWHG�H[SHFWDWLRQV�EHFDXVH�RI�WKHLU�IUDJPHQWHG�
HGXFDWLRQ��FDUH�KLVWRU\�DQG�WKHLU����SUH�FDUH�H[SHULHQFHV��
�
:KHQ�FDUHUV�DUH�LGHQWLILHG��LQWURGXFWLRQV�ZLOO�EH�SODQQHG�FDUHIXOO\�RYHU�DQ�
H[WHQGHG�SHULRG�WR�HQVXUH�WKH�FKLOGUHQ�IHHO�FRPIRUWDEOH�ZLWK�WKHLU�QHZ�
HQYLURQPHQW�DQG�EXLOG�D�WUXVWLQJ�UHODWLRQVKLS�WR�HQDEOH�WKHP�WR�IHHO�VDIH�DQG�
VHFXUH�GXULQJ�WKHLU�WUDQVLWLRQ�WR�D�IXOO�WLPH�IRVWHU�SODFHPHQW���
�
7KH�WHDP�DURXQG�WKH�FKLOGUHQ�ZLOO�EH�DEOH�WR�VKDUH�EHKDYLRXU�PDQDJHPHQW�
VWUDWHJLHV�WKH\�KDYH�IRXQG�XVHIXO�WR�VXSSRUW�WKH�FKLOGUHQ�WR�PDQDJH�WKHLU�
HPRWLRQV��
�
7KH�FDUHUV�PD\�EH�UHTXLUHG�WR�IDFLOLWDWH�FRQWDFW�ZLWK�ELUWK�SDUHQWV�ZKLFK�PD\�
RU�PD\�QRW�EH�VXSHUYLVHG���

Key Accountabilities 
 

��� 7R�EH�SDUW�RI�WKH�DJHQF\�DQG�ZRUN�ZLWK�RWKHU�DJHQF\�VWDII�DQG�
SURIHVVLRQDOV�ZLWKLQ�DJHQF\�JXLGHOLQHV��SROLFLHV�DQG�SURFHGXUHV��
�

��� 7R�DWWHQG�DQG�DFWLYHO\�SDUWLFLSDWH�LQ�DOO�UHYLHZV��IDPLO\�PHHWLQJV��
FDVH�FRQIHUHQFHV�DQG�FRXUW�KHDULQJV�DV�UHTXLUHG��DQG�WR�NHHS�
ZULWWHQ�UHFRUGV�RI�SODFHPHQWV�DQG�FRQWULEXWH�WR�UHSRUWV��
�

��� 7R�WDNH�XS�DSSURSULDWH�WUDLQLQJ�RSSRUWXQLWLHV�DQG�UHFRJQLVH�WKH�
EHQHILW�RI�FRQWLQXHG�WUDLQLQJ��
�

��� 7R�GHDO�UHVSRQVLEO\�ZLWK�FRQILGHQWLDO�LQIRUPDWLRQ��
�

��� 7R�HQVXUH�WKDW�FKLOGUHQ�DUH�NHSW�VDIH�IURP�KDUP�DQG�DEXVH��
�

��� 7R�DFW�DV�DQ�DGYRFDWH�IRU�HDFK�FKLOG��

�
�
�

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

7KHUDSHXWLF�SDUHQWLQJ�WUDLQLQJ�DQG�VXSSRUW�ZLOO�EH�RIIHUHG�DV�SDUW�RI�WKH�
VXSSRUW�SDFNDJH��
�

��� 3UHIHUDEO\��UHOHYDQW�TXDOLILFDWLRQV��H�J��194�LQ�FKLOG�FDUH��GHJUHH�LQ�
VRFLDO�ZRUN�RU�\RXWK�ZRUN�RU�WHDFKLQJ���
�

��� %H�DEOH�WR�RU�KDYH�H[SHULHQFH�RI�XVLQJ�WKHRUHWLFDO�LGHDV�DQG�PRGHOV�
LQ�XQGHUVWDQGLQJ�DQG�ZRUNLQJ�SUDFWLFDOO\�DORQJVLGH�\RXQJ�SHRSOH�
�H�J��DWWDFKPHQW�WKHRU\��NQRZOHGJH�RI�DXWLVP��FKLOG�GHYHORSPHQW��
PHQWDO�KHDOWK���
�

��� %H�H[FHOOHQW�FRPPXQLFDWRU��ZRUNLQJ�FORVHO\�ZLWK�D�UDQJH�RI�RWKHU�
SURIHVVLRQDOV�DQG�RUJDQLVDWLRQV��

�

Personal skills and general competencies 
�
��� %H�FRPPLWWHG�WR�RQJRLQJ�DQG�UHJXODU�WUDLQLQJ�DQG�GHYHORSPHQW�DW�DQ�

DGYDQFHG�OHYHO��
�

��� %H�H[FHOOHQW�UHODWLRQVKLS�EXLOGHUV�ZLWK�\RXQJ�SHRSOH��
�

��� %H�UHVLOLHQW�DQG�DEOH�WR�µJR�WKH�H[WUD�PLOH¶�LQ�PDLQWDLQLQJ�SODFHPHQWV�LQ�
DGYHUVH�FLUFXPVWDQFHV��
�

��� $�FXUUHQW�GULYLQJ�OLFHQFH�DQG�RZQ�FDU��
�

��� $�VSDUH�URRP�IRU�WKH�VROH�XVH�RI�WKH�\RXQJ�SHUVRQ��
�

Experience 
�

([SHULHQFH�RI�ZRUNLQJ�ZLWK�\RXQJ�SHRSOH�ZLWK�FRPSOH[�HPRWLRQDO�DQG�
EHKDYLRXUDO�QHHGV��HLWKHU�LQ�D�UHODWHG�SURIHVVLRQDO�FRQWH[W��H�J��
WHDFKLQJ��\RXWK�ZRUN��VRFLDO�FDUH��RU�DV�DQ�H[SHULHQFHG�IRVWHU�FDUHU��
� �

Role Dimension 
�

��� $�FRXSOH�RU�VLQJOH�SHUVRQ�ZLWK�DQ�DFWLYH�OLIHVW\OH�DQG�ZLGH�VXSSRUW�QHWZRUN��
�
��� $OO�IRVWHU�FDUHUV�DUH�VHOI�HPSOR\HG�DQG�DUH�HOLJLEOH�IRU�JHQHURXV�WD[�EHQHILWV�DQG�1DWLRQDO�,QVXUDQFH�FUHGLWV�ZKLFK�FRXQWV�WRZDUGV�\RXU�6WDWH�

3HQVLRQ��9LVLW�KWWSV���ZZZ�JRY�XN�IRVWHU�FDUHUV�KHOS�ZLWK�WKH�FRVW�RI�IRVWHULQJ��
�

��� $�GHGLFDWHG�VXSHUYLVLQJ�VRFLDO�ZRUNHU�ZLWK�UHJXODU�SHULRGV�RI�VXSSRUW�FDUH�DQG�VXSHUYLVLRQ��
�

��� $SSURYHG�DV�DQ�1&&�IRVWHU�FDUHU�KDYLQJ�XQGHUJRQH�UHOHYDQW�FKHFN��UHIHUHQFHV�DQG�SUH�DSSURYDO�WUDLQLQJ±��IXUWKHU�LQIRUPDWLRQ�YLVLW�
KWWS���ZZZ�QRWWLQJKDPVKLUH�JRY�XN�FDUH�IRVWHULQJ�VWHSV��

�

�


