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PERSON SPECIFICATION

Shed Coordinator (Designate) – The Shed
PERSONAL TRAITS

· Reliable and self-starter

· Able to work unsupervised 

· Community conscious   

· Willing to undertake appropriate training; first aid, safeguarding, dementia awareness, etc.

· Interested and committed to the aims of The Shed
· Flexible, can adapt to changing work priorities at short notice, take on the ideas of others and implement organisational change in a positive way.

· Positive, service-oriented and helpful inter-personal communication

· Good at multi-tasking – enjoys doing several different tasks at once

· Willingness to support and participate in local campaigns and fundraising activity 
SKILLS & EXPERIENCE

ESSENTIAL 

· Basic bookkeeping using Excel systems
· Business planning experience
· Completing statutory returns
· Completing and presenting management reports 
· Experience of working within a woodwork room setting 
· Experience of applying health and safety legislation and safe working practices within a woodwork setting including:
· Environmental risk assessments.
· Individual risk assessments
· Maintained computer-based record keeping and information storage systems
· Experience of completing and interpreting financial reports
DESIRABLE 

· Experience of  quality assurance systems 
· Experience of presenting information about The Shed practices and services to public audiences
· Experience of providing high quality customer services
· Excellent oral and written communication skills 

· Ability to engage with a range of people in a positive way
TECHNICAL KNOWLEDGE 

ESSENTIAL 
· Ability to write clear concise work instructions 

· Ability to write clear concise records
· Working knowledge of Health and Safety regulations and issues and be able to act as first call for first aid issues
· An understanding of the issues that affect people in later life

· Knowledge of Data Protection and issues of confidentiality

· Understanding of and commitment to equal opportunities both in service delivery and employment 
TECHNICAL SKILLS
ESSENTIAL
· Identify and intervene on unsafe practices of service users and advise on safe use of techniques and equipment

· Support care and routine maintenance of tools and equipment
· Advise service users on selection of tools and equipment appropriate for service users’ projects

· Guide services users on plans and techniques for effective and safe working on individual projects

· Support service users to:

· Select materials and tools to carry out projects effectively and safely 

· Mark out using tools and techniques appropriate to individual projects

· Advise on appropriate and safe cutting and shaping techniques and tools appropriate to materials used

· Identification and use of appropriate jointing and assembling techniques and tools including; joints, pinning, screwing, gluing, doweling and biscuiting

A Criminal Records Bureau Enhanced Disclosure check may be undertaken for this role.


