
 
 
 
PERSON SPECIFICATION 
 
JOB TITLE: Information and Monitoring Officer (Safeguarding and Quality). 
 
GRADE:  6  
 
DIRECTORATE: Families and wellbeing  
 
SERVICE: Adult Safeguarding and Quality Assurance Division 
 
Note to applicants: 
 
Whilst all points on the person specification are important, those marked ‘E’ (essential) and ‘A’ 
(application) are key requirements. You should pay particular attention to these points and provide 
evidence of meeting them. Failure to do so may mean that you will not be invited for interview. In 
addition to interviews a variety of other selection methods may be used such as tests or exercises 
dependent on the role you applied for. You will be advised of any alternative selection methods in 
the letter inviting you for interview.  
 
CRITERIA: 
 
Experience  
 
1. Experience of working in a team environment. (E) A, I 
2. Experience of working with contractors and service specifications (D) A, I 
3. Previous experience of working in a local government directorate (D) A, I 
4. Experience or knowledge of the adult social care settings (D) A, I 
 
 
Skills and Abilities  
 
1. Excellent interpersonal skills, and the ability to communicate effectively with a wide range of 

people using methods appropriate to the individuals (E) A, I 
2. Ability to create and apply methodical systems and procedures (E) A, I,T 
3. Ability to provide detailed analysis of information which can be complex and large quantities (E) 

A, I,T 
4. Ability to collect, analyse and assimilate information effectively, in an appropriate format and is 

well written and easily understood (E) A, I, T 
5. Effective presentation and report writing skills (E) A, I, T 
6. Ability to enter data into document accurately with strong attention to detail (E) A I 
7. Ability to problem solving (E) A, I. 
8. Ability to prioritise and organise workload to meet targets 
9. Flexible approaches to work, with an ability to prioritise and respond to varied requirements 
10. Good IT Skills – Microsoft Office (Word, Excel and Outlook) (E) A, I, T 
 
 



Education/Qualifications/Knowledge  
 
1. Minimum of 5 GCSE passes, or equivalent (e.g. ‘O’ Levels), at Grade C or above.  (E) A,C; 
 
Other Requirements  
 
1. Flexible, innovative approach and good time keeping (E) A,I 

2. Evidence of formal training or equivalent experience in IT application and information 

governance (E) C 

Commitment to Equal Opportunities  
 
1. Ability to understand and demonstrate commitment to equality and diversity (E)A,I 
 
Commitment to Service Delivery/Customer Care  
 

 Commitment to service development and continuous improvement (E) A,I 

 Commitment to own professional development and the development of others (E) A, I 

 Ability to build and maintain positive working relationships with others outside the immediate 
team. (E) A, I 

 Able to undertake appropriate training as necessary (E) A, I 
 
 
Methods of Assessment Key:  
 
A = application form, C = certificate, E = exercise, I = interview, P = presentation, T = test, AC = 
assessment centre. 
 


