HOW TO WRITE A PERSON SPECIFICATION
Person specifications should always be kept in the same document following on from the job description.

1) Open up the template which can be found on the intranet under the A-Z index under J for job description or in the forms section of the policy.
2) Write down the job title along with the appropriate department e.g. ECSS, Housing etc.

3) Where it says ‘essential knowledge’ write the kind of knowledge essential for the post holder to perform the job.  For example it could be a specific industry sector, certain legislation, knowledge of working with disabled children etc.  In addition any specific qualifications which are essential should be included, please note qualifications should only be included if they are unable to operate in their profession without it.

4) Next to ‘essential skills and abilities’ indicate the specific skills and abilities required e.g. people management skills, interpersonal skills, numerical skills, budget maintenance skills.  Abilities can be explained as the ability to develop a skill e.g. ‘the ability and willingness to undertake training to acquire word processing skills’.

5) In the ‘essential experience section’ indicate the experience the individual must possess e.g. experience of working with the general public, experience of working within a similar role in a Human Resources environment.  Please note ‘experience of working in local government’ is too wide and may be considered discriminatory or exclusive.  Experience can be gained from unpaid work, work experience and life experience.  For example, languages, driving, ability to use equipment.  Please also do not specify experience in amount of years as this can be viewed as discriminatory under new age discrimination legislation.
6) In ‘special conditions’ any activities or requirements not covered by the other sections should be included e.g. required to work outside of core hours, required to travel between sites, required to drive a vehicle etc.  Careful consideration should be made as to whether these requirements are absolutely essential.  The need to drive a vehicle should not be used to exclude a disabled person unless it is absolutely  essential and a regular part of the job.  

POSTS WITH ACCESS TO CHILDREN AND VULNERABLE ADULTS

Must include specific requirements, such as:

(a)
“Able to form and maintain appropriate professional relationships and boundaries with children, young people and other vulnerable adults”.

(b)
For managers: “able to ensure staff observe the requirement above”.

(c)
“Ability to understand written information subject to a written test”.

(d)
“Working with other peoples’ children; empathy and understanding of looking after other peoples’ children from a range of backgrounds.”

(e)
“Ability to understand the difficulties and pressures associated with caring for children/vulnerable adults and demonstrate appropriate coping mechanisms.”

NB
These are only examples: this list is not exhaustive.

General Guidance Notes 

1) Please note all person specifications should include criterion which assess the candidate’s understanding of Equalities and the commitment and ability to demonstrate how they would meet the needs of a diverse customer base in terms of colleagues, clients and customers.

2) Quality of experience is important and not length.  Years of experience must not be specified (except for some posts where it is necessary to meet Registration Standards).  Education standards or qualifications should not be specified unless the individual would be unable to operate in their profession without it..
3) Wherever a qualification is specified, “or equivalent” must be added, as a wide range of qualifications exist.  Education/qualifications gained abroad must also be considered.  The Special Requirements Section should be used with extreme caution in order to avoid excluding people for consideration.
4) person specifications for posts with access to children and vulnerable adults must include specific requirements relative to the post.

5) The criterion must be justifiable and essential to the job.

6) The criterion must not be unnecessarily restrictive, excluding some people from applying.

The criterion must be able to be assessed either on the application form, at the interview or by the use of specifically designed and approved tests or inventories.

