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	Job title
	Grade
	Directorate
	Location

	Early Support Key Worker 

	3A
	Children’s Services

Universal Services – Starting Life Well Service
	City wide 


Note to manager

In completing this form you are setting the expected standard for the person you need for this job on this occasion.  Once completed, it will help to create your shortlist of candidates and to devise the questions you ask at interview. Please describe the criterion in ways that are both accurate and capable of being tested.  Above all, the requirements must be job related and non-discriminatory. The job description, person specification and advertisement must be consistent. Each of the criteria must be identified under the Essential or Desirable headings. Whilst all criterions are important, those marked Essential must be met before an interview can be offered. (See Section 6 of the Recruitment and Selection Code of Practice for more information on producing a person specification)
Note to applicants

Whilst all criterions below are important, those under the Essential heading are the key requirements. You should pay particular attention to these areas and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.
















        

           (*See grid overleaf)

	Essential criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	
	QUALIFICATIONS
	

	1. 
	Level 3 (or above) qualification in Childcare (or relevant field)
	A,C

	
	EXPERIENCE
	

	2. 
	Professional experience of working with children under 5. 
	A,I

	3. 
	Professional experience of working with children with additional needs and Special Educational Needs.
	A,I

	4. 
	Professional experience of working in a multi agency way (i.e. Team around the Family & Family service plans) 
	

	
	KNOWLEDGE AND UNDERSTANDING
	

	5. 
	Specialist knowledge of working with young children & families of a child with additional needs 
	A,I

	6. 
	Knowledge of the Special Educational Needs Code of Practice and the Statutory Assessment process. 
	A,I

	7. 
	A commitment to equal opportunities supported by an inclusive environment.
	A,I

	8. 
	A thorough knowledge and understanding of child development & the EYFS 
	A,I

	9. 
	A working knowledge and understanding of good inclusive practice and effective transitions.  
	A,I

	10. 
	Knowledge of the wider early help services particularly those for children with SEND 
	A,I

	11. 
	Knowledge of safeguarding procedures.  
	A,I

	
	SKILLS
	

	12. 
	Ability to support early identification of children with SEND, and how to identify their needs and support families   
	A,I

	13. 
	Ability to work with children and their families, and gain their trust
	A,I

	14. 
	Ability to communicate effectively, orally and in writing to a wide range of people (including partners across multi-agency networks) 
	A,I

	15. 
	Ability to be Imaginative and flexible to meet the needs of the child & family 
	A,I

	16. 
	A strong commitment to partnership working. With the ability to provide advice and guidance in a supportive manner and build positive relationships.
	A,I

	17. 
	Ability to devise and employ effective early intervention strategies.
	A,I

	18. 
	Ability to work independently, be organised and to take initiative
	A,I

	19. 
	Ability to maintain clear records.
	A,I

	20. 
	Ability to work as an effective team member. 
	A,I

	21. 
	Ability to plan and prioritise workloads within a range of complex and varied tasks.  
	

	
	OTHER
	

	22. 
	This post requires you to travel within the City on a regular basis. 
	A

	23. 
	The willingness to work flexibly in order to meet the needs of families & the service
	A

	24. 
	Ability to work flexibly, including occasional evenings and weekends.
	A


	Desirable criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	
	QUALIFICATION
	

	
	Further professional qualification or training in SEN
	A

	
	Key worker training  
	

	
	KNOWLEDGE AND UNDERSTANDING
	

	
	Working as part of a multi-agency team 
	A,I

	Completed by
	Date
	Approved by
	Date

	
	
	
	


Method of assessment (* M.O.A.)

A = Application form,    C = Certificate,    E = Exercise,    I = Interview,    P = Presentation,    T = Test,    AC = Assessment centre


