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Job description
	Job title
	
	Department
	

	Reporting to
	
	No. of direct reports
	

	Salary grade
	
	Based at
	


	Purpose

	

	Duties and responsibilities

	

	Additional requirements

	

	Pre-Employment checks required

	For roles that require any of these, please refer to Recruitment and Selection Policy and Procedure for guidance
	☐ Processes client money
☐ Processes charity money
☐ Processes bulk data
☐ Public facing/external representative
☐ This role does not include any of the above


[bookmark: _GoBack]Person Specification
	Experience and knowledge

	

	Skills and abilities

	

	Behavioural competencies

	· Committed to our clients – Provide an exceptional client experience and ensure actions and decisions consider our client needs
· Working together – Supports and works effectively with colleagues and achieves more by working with others
· Making change happen – Achieving results, delivering on commitments and managing stakeholders, risks and issues
· Be flexible – Ability to adapt to a change in requirements and responsibilities, enables changes to be implemented
· Learning & developing - Continuous improvement of how you work and supporting the development of other colleagues

	Our values

	All colleagues should demonstrate our charity values, these are:
· We work together
· We make change happen
· We are committed to our clients
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