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Person Specification for Accessible Communications Officer
	Section

	Job Criteria
	Assessment Method

	Essential or 
Desirable

	Qualifications
	1.
	Good educational attainment at GCSE / A level
	Application
	Essential 

	Knowledge and Experience
	2.
	Understanding of what is good quality accessible information/Easy Read for people with learning disabilities.
	Application Interview 

Probation
	Essential

	
	3.
	Experience of producing a range of information in an Easy Read format.
	Application Interview 

Probation
	Essential

	
	4.
	Experience of writing and producing high quality promotional information materials including editing and proofing.
	Application Interview 

Probation
	Desirable

	
	5.
	Experience of designing documents.
	Application 

Probation
	Desirable

	
	6.
	Experience of producing documents to ensure digital accessibility.
	Application Interview 

Probation
	Desirable

	
	7
	Experience of marketing and promoting a service.
	Application Interview 

Probation
	Desirable

	
	8.
	Experience of producing video clips.
	Application Interview 

Probation
	Desirable

	
	9.
	Networking and building relationships with existing / prospective clients
	Application Interview 

Probation
	Desirable

	
	10.
	Good understanding of social care / health / educational structures in Wales.
	Application Interview 

Probation
	Desirable

	
	11.
	Experience of producing information in plain English
	Application Interview 

Probation

	Desirable


	Skills, Awareness, Abilities and Attitude
	12.
	Excellent written and oral communication skills.
	Application Interview 

Probation


	Essential

	
	13.
	Strong ICT skills to include Microsoft Office, Word, Outlook

	Application Interview 

Probation
	Essential

	
	14.
	Ability to use design software such as Adobe In Design 
	Application Interview 

Probation
	Desirable

	
	15.
	Ability to work in an organised manner, on own initiative and under pressure to meet tight deadlines.
	Application Interview 

Probation
	Essential

	
	16.
	Commitment to promoting rights of disabled people
	Application Interview 

Probation


	Essential

	
	17.
	Good interpersonal and presentation skills and ability to contribute to the team.


	Application Interview 

Probation
	Essential

	
	18.
	Negotiating.
	Application Interview 

Probation
	Desirable

	Other
	19.
	To work in a non-judgemental way.
	Application Form
Probation
	Essential

	
	20.
	Ability to speak/write in the medium of Welsh.
	Application Form

	Desirable
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