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Person Specification
Shared Parenting Scotland: Helpline and office support officer (part time)
We are seeking a person who:
· has knowledge and/or experience of the issues that face separated parents
· experience of how you have supported other people in a paid or voluntary role.
· can explain the basic workings of family law, but also knows when to seek expert advice or refer on often complex issues
· can support mothers and fathers and grandparents to cooperate for the sake of their children and move on from their past differences with each other
· is willing to find out answers to issues raised by enquirers
· can share the work on group support sessions and training courses with colleagues
· will attend and offer support at occasional Shared Parenting Scotland’s meetings (including occasional evening work) on a rotational basis alongside other staff and volunteers
· can effectively use our case management system to record client contacts
· can provide general administrative support such as room bookings, meeting/event assistance, maintaining office supplies, data entry, and other office tasks as designated by the Chief Executive
· become an advocate for shared parenting. 
[bookmark: _Hlk211957968]Essential Criteria
· Understanding of the issues faced by separated parents and empathy for families in difficult circumstances.
· Ability to communicate clearly and sensitively with mothers, fathers, and grandparents.
· Basic knowledge of family law or willingness to learn and apply it appropriately.
· Confidence in knowing when to seek expert advice or refer complex cases.
· Good organisational and administrative skills, including data entry and record-keeping.
· Competent in using computer systems and databases (e.g., case management systems).
· Ability to work collaboratively with colleagues and volunteers.
· Willingness to work occasional evenings to support meetings or group sessions.
· Commitment to the values of shared parenting and children’s wellbeing.


Desirable Criteria
· Experience working in a helpline, advice, or support service.
· Prior involvement in family support, mediation, or community work.
· Familiarity with safeguarding principles and confidentiality requirements.
· Experience organising events, group sessions, or training activities.
· Knowledge of the voluntary sector in Scotland.
· Awareness of children’s rights and the UNCRC.
· Full driving licence or ability to travel to meetings and events as required.
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