Person Specification – Adult Learning Unit Co-ordinator
We are looking for someone who ihas excellent operational skills and an ability to develop and maintain positive relationships with service users, adult learning providers, delivery partners and funding contract holders.  Candidate requirements are as follows:
	Education/Qualification/Training/Experience
1. University degree or equivalent in related area, i.e., Education, Community Work, Management, etc.,  or:
2. Completed provider training for reporting / contracting requirements for Learning and Skills Council; or

3. Experience of providing adult learning activities to adult learners preferably in a community or voluntary sector setting.  

4. At least one year work experience of working with a socially excluded client group, preferably in a voluntary or BME community sector.
Skills/ knowledge/ abilities

1. Have good understanding of education issues existing in ethnic minority communities.

2. Good project management skills. 

3. Good people management skills and good team leading skills.

4. Good understanding of providing IAG support to adult learners.                                                                  

5. Good understanding of national curriculum requirement for adult learning, i.e. ESOL, IT, etc.
6. Good understanding of national accreditation bodies for adult learning.

7. Have excellent organizational skills and ability to manage many complex tasks simultaneously.

8. Competent in use of ICT including Microsoft Word, Excel, Powerpoint, Outlook

9. Respect Confidentiality in relation to information received.          .        

10. Ability to prepare documents for marketing, reports and to analyse and present data.

11. Have an established understanding of financial and accounting procedures.
12. Have a working knowledge of LSC contracting, reporting and claims procedures.   

13. Have a working knowledge of quality and inspection procedures including MATRIX, Common Inspection Framework, Self Assessment Report.

14. Have excellent verbal and written skills in English. Ability to communicate in Cantonese or Mandarin.
15. Ability to prioritise work across multiple teams.  Able to prioritise own workload and work on own initiative.
16. Innovative thinker able to follow solutions to complex problems through.

17. Ability to communicate effectively and liaise with a wide range of people.  Good interpersonal communication skills.
Work related 

1. Willingness to work in a flexible manner. 

2. Willingness to contribute to the Senior Management Team and to Working Groups across the organisation.

3. Willingness to recruit, induct and support volunteers in the organisation.

4. Willingness to participate in appropriate training.

5. Willingness to comply with the Society's Health and Safety Policy and Equal Opportunities Policy.                          
	Essential

Essential
Essential

Essential

	6. 
	Essential

Essential

Essential

Essential
Essential

Essential

Essential

Essential

Essential

Essential
Essential

Preferred
Essential

Essential

Essential

Essential

Essential

Essential 

Essential

	
	Essential

Essential

Essential

Essential

Essential




This is a full-time post contracted to 37.5 hours per week.  Saturdays and Sundays are also working days in Wai Yin.  This post is funded to March 2009.  
