[image: Wellspring_Final Logo-Strapline]

	[bookmark: _Hlk482778066]Person specification
Training & Education Coordinator


	Criteria
	Essential
	Desirable


	Qualifications

Diploma or higher in an education/ training qualification 

Mental Health First Aid Training or equivalent

	



	

Yes

Yes

	Experience/Knowledge 

· Experience of project coordination, planning of events/ sessions, for instance; conferences, training or workshops 

· Experience of reviewing and quality assuring established processes or course content 

· Experience of establishing effective working relationships with co-workers and external trainers and agencies 

· Experience of developing training, conference or workshop content in response to need and in line with best practice 

· Knowledge and understanding of mental health issues, the affect this has on individuals, families and wider society.

· Knowledge of external trainers working in this field or the means to network and contact them.

· Experience of developing a new service/ course from initial stages, recruiting teaching staff, overseeing operations and evaluating effectiveness

· Experience of delivering workshops, talks or education sessions to facilitate learning.

· Experience of collating monitoring data and generating succinct and meaningful evaluation reports.

· Knowledge of safeguarding procedures.

· Knowledge and experience of working in the charitable sector.

	

Yes


Yes


Yes



Yes


Yes









Yes


Yes
	

















Yes


Yes









Yes

Yes


	Skills/competencies

· ICT literate: confident and proficient with the ability to word process and accurately record data.
 
· Ability to show initiative and work with minimal supervision.

· Self-motivated, punctual, tenacious, reliable and able to maintain confidentiality.

· Ability to work flexibly in a small team and build strong relationships with colleagues.

· Able to manage a varied workload, balancing scheduled tasks with requests for assistance, which may have short deadlines.

· Excellent written and verbal communication skills.

	

Yes


Yes


Yes


Yes


Yes



Yes
	

	Personal qualities

· A committed and highly motivated team player.

· Sympathetic with the Christian ethos and supporting the vision and values of Wellspring. 



	

Yes

Yes
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