North Warwickshire Borough Council

Job Description
	Post Title:
Casual Work Placement


	Grade:                                   Minimum wage rate applies
                                               
	

	Safeguarding:

All staff at North Warwickshire Borough Council are required to positively contribute to the Borough Council’s responsibility to safeguard and promote the welfare of children, young people and adults with care and support needs. It is their professional duty to be aware of the signs and symptoms of abuse and, in accordance with the Council’s Safeguarding Policy, to respond appropriately to any identified concerns.


	


Scope and Responsibilities

1. To be courteous and act in a professional manner at all times when dealing with the public and colleagues. To always act in a manner appropriate to that of a representative of the Authority.

2. To provide a smart, presentable and professional image whilst undertaking duties. 
3. Maintaining a level of responsibility and duty of care towards your own health & safety and that of your colleagues and members of the public. To be aware of any risks and dangers.  Always work to the safe working practice as outlined in the Health and Safety Policy

4. Pay due regards to the general policies and procedures of the Council in particular to but not only:

Health and Safety

Safe Systems of Work

Risk Assessments

Equal Opportunities

Equality and Diversity

Customer Care
5. Complete all administrative requirements as requested.
Agreed by the Postholder: ………………………………………………………………..

Date:…………………………………………………………………………………………

PERSON SPECIFICATION
Post Title:   
Casual Work Placement



Date: 

June 2023

	Category
	E/D
	Criteria

Indicated E (essential) or D (desirable)
	Measurement

(see below)


	Skills, knowledge

and experience


	D

E

E

D

E

E

E
	Experience of working with customers.

The ability to communicate clearly and ask questions when unsure of a situation or work task.

The ability to work with attention to detail, accuracy, to the required standard and meeting the service delivery deadlines. 

An understanding of the work and functions of the Council.

A good working knowledge of IT, with an ability to learn and use systems where required.

Good interpersonal skills with a diverse range of people (e.g. colleagues and customers).
Good administrative and organisational skills

	2,4

2,4

2,4

2,4

2,4

2,4

2,4

	Safeguarding



	E
	Commitment to the protection and safeguarding of children, young people and adults with care and support needs.
	2,4



	Equal Opportunity


	E


	Must be able to recognise discrimination in its many forms and willing to put the Council’s Equal Opportunities Policies into practice.
	2,4



	Attitude & Motivation


	E

E

E
	Able to follow rules and boundaries set around work related matters such as H&S, data protection and confidentiality.

Have a proactive attitude to completing tasks by taking ownership of your responsibilities.
Be willing to work as part of a team but also use own initiative.


	2,4

2,4

2,4


MEASUREMENT:  

1  Test prior to shortlisting (i.e. all applicants).  2  Form application form.  3  Test after shortlisting.   
4  Probing at interview.    5 Documentary Evidence.  6  OTHER (Please specify)
Criteria identified by “2”, either singly or in combination with any other number will be used for shortlisting purposes and details should appear on the application form
