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OnTrak Project 
PERSON SPECIFICATION

Education, Training, and Employment Case Manager
For effective performance of the duties of the post, the postholder will have, as a minimum, the skills and knowledge detailed in Essential Criteria.  Method of Assessment will be during formal interview, the presentation and information contained in Application Form.

	ATTRIBUTES
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	Qualifications  


	
	

	GCSE Grade C or equivalent in English language
	(

	

	GCSE Grade C or equivalent in Maths
	
	(

	NVQ Level 3 in Advice and Guidance


	
	(

	Experience and Attributes


	
	

	A minimum of 12 months experience delivering advice and guidance in either employment, training and education or other related field e.g. housing welfare rights


	
	(

	Demonstrate an awareness and understanding of the barriers to employment, training and education faced by offenders or similar groups where, discrimination, disadvantage or behaviour is identified as of relevance.


	(
	

	Demonstrate a commitment to the rehabilitation of offenders and a belief in the ability of all individuals to achieve change


	(
	

	Ability to communicate effectively, verbally and in writing, with staff, offenders and other agencies


	(
	

	Demonstrate awareness of community safety issues


	(
	

	Ability to act as an advocate on the behalf of offenders, effectively working in partnership with other agencies toward appropriate outcomes


	(
	

	A commitment to policies of equal opportunities


	(
	

	Car owner/driver


	
	(

	Ability to use ICT and familiarity with Microsoft Windows, Word, and Lotus Notes


	(
	

	Ability to record clear and accurate information and maintain records and information systems


	(
	

	A knowledge and understanding of basic skills, employment, education, and training agendas in relation to offenders. 


	
	(

	A qualification at NVQ Level 3 in advice and guidance, or demonstrate a willingness to achieve the qualification whilst in post.
	
	(
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