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PROMOTING THE VOLUNTARY SECTOR







PERSONNEL SPECIFICATION

SKILLS DEVELOPMENT OFFICER (ACCREDITATION)
	The personnel specification shows essential skills, abilities, knowledge and/or qualifications required to be able to carry out the duties of this post.  Please therefore address, in completing the application form, each criterion listed in the specification, drawing upon all of your experience, whether at work or on a voluntary basis.


1
ATTAINMENTS

Essential:

(i) Two years working experience in the design and delivery of training and skills development opportunities.
(ii) Professional training qualification (level three or above).
(iii) Experience of running accredited training programmes and all associated administration and assessment.
(iv) Assessor awards with experience of assessing against training standards.
(v)
Computer literate to include the use of the Microsoft Office suite, internet and email facilities.

Desirable:
(i) Internal verifier qualification.
(ii) Experience of providing support, information and advice.

(iii) Experience of monitoring and evaluation methods.

(iv) Experience of delivering management training programmes.
2
SPECIAL APTITUDES

Essential:
(i) Good organisational skills to include the ability to organise workload to achieve agreed targets, maintain records and carry out evaluation procedures.

(ii) Ability to demonstrate a flexible approach to the delivery of training and development opportunities within the voluntary and community sector.

(iii)
Excellent communication skills both oral and written and the ability to adjust the style and content of communication to meet internal and external needs, for example NICVA websites and publications, and to deliver training.

(iv)
Ability to build good working relationships with individuals and 
organisations and to work effectively as a team member.

3

INTERESTS


Essential:

(i) An interest and understanding of the voluntary and community sector in Northern Ireland.
Desirable:
(i) A knowledge of current skills development initiatives.

4
DISPOSITION

Essential:


(i)
Ability to work within the mission, vision and values of NICVA.


(ii)
Ability to work flexible hours and to travel extensively throughout Northern Ireland as will be required by this post.


(iii)
Committed to NICVA’s policy of equality of opportunity.

5
LEGAL


Essential



(i)
To ensure the appropriate business car insurance is in place if 

the successful candidate claims mileage expenses and 


uses their own vehicle for work purposes.
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