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Community Hub Co-ordinator – Person Specification
The person specification describes the qualifications, experience, skills, and attributes required to successfully fulfil the role of Community Hub Co-ordinator. 
A – From application
I – From interview
	
	Essential
	Desirable
	A
	I

	Personal Attributes
· Comfortable leading by “stepping back,” empowering residents, families, volunteers, and community partners to lead local initiatives.
· Strong emotional intelligence and interpersonal skills, with the ability to build trust and credibility
· Proactive, self-motivated, and able to take initiative
· Flexible and adaptable approach to work (including working hours aligned to community need)
· Willingness to learn, develop and innovate in response to community needs
· Commitment to safeguarding, confidentiality, and professional standards
· Enthusiastic about strengthening communities and improving outcomes for children, young people and families
· Resilient and able to work in a dynamic, fast-paced environment
· Strong team player with a collaborative mindset
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	Experience
· Experience of working or volunteering within education, youth and/or community settings
· Experience of coordinating activities, events, or community-based initiatives 
· Experience of managing bookings, schedules, or administrative systems
· Experience of asset-based community development (ABCD) practice.
· Experience of managing social media accounts, websites, or communications campaigns
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	Knowledge & Skills
· Ability to build and maintain effective relationships with a diverse range of stakeholders, including community members, young people, and partners
· Strong written and verbal communication skills, with the ability to engage a wide range of audiences
· Excellent organisational skills with strong attention to detail
· Proficient IT skills, including use of Microsoft Office and social media platforms for communication and engagement
· Demonstrable intellectual curiosity, openness to learning, and capacity to innovate.
· Understanding of safeguarding practices within community or educational settings
· Confidence in using digital tools for marketing, engagement, and data tracking
· Ability to drive (for collection of food)
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