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PERSON SPECIFICATION 
Job Title:  Training/Ask Me Project Manager


	
	Essential
	Desirable

	Experience:
	· A strong organisational background with coordinating, planning & selling training
· Experience of overseeing freelance trainers

· Experience of line managing others

· Project Management

· Experience of writing and producing reports, publicity materials

	· Marketing and promotional experience
· Charity sector experience

· Experience of delivering services to survivors of domestic violence

· Experience of accreditation of OCN courses 



	Education:
	· 2 subjects at ‘A’ level or equivalent
	· Third level education.



	Knowledge:
	· Sales of training courses

· Delivery and organisation of training provision department.

· Awareness of data protection and confidentiality issues in relation to maintenance of databases and related information


	· Awareness of Women’s Aid ethos and services.

· A very good understanding of the experiences and needs of survivors (women, children and men) affected by domestic and sexual violence
· A good understanding of the national and regional legislative and policy framework in Wales and England in relation to preventing violence against women, domestic abuse and sexual violence
· A good understanding of the role of local strategic work to reduce domestic and sexual violence and the local stakeholders involved in this work


	Skills:


	· A high standard of verbal and written communication skills.

· Good organisational skills.

· Ability to plan and deliver projects within a set timeframe and with clear outputs/outcomes
· Ability to work on own initiative to meet objectives in a complex, changing environment and to plan, initiate, manage and evaluate projects
· Administration of Training department activities
· Maintaining databases and processing of essential information 
· Highly computer literate and proficient in word-processing, spreadsheets and databases, email and Website technology, preferably in a Windows based environment
	· Supplier / contractor management

	Ability:
	· To achieve training sales targets in a challenging environment

· To provide constructive support to other team members.

· To work on own initiative within a framework of collaborative working.

· To promote and maintain the ethos that underpins the policies and practice of Women’s Aid.


	· Able to demonstrate a commitment and understanding of the aims and objectives of Women’s Aid England

· Commitment to anti-discriminatory practice and equal opportunities

	Attitude:


	· Have a commitment to the aims and objectives of Women’s Aid.

· Respect the rights and responsibilities of others.
· Commitment to effective team working.
· Excellent customer service and interpersonal skills and able to demonstrate a 'can do’ and positive attitude

· Self-motivated, customer-orientated and logical individual


	

	Additional
	Candidates will be required to prove, upon offer of employment,

that they meet with current legislation and have the right to work in the UK
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