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JOB DESCRIPTION

Job Title:			Community Development Officer

Location:		New Heights Warren Farm Community Project
		124 Warren Farm Road, Kingstanding, Birmingham B44 0QN

Hours and days		30 hours per week worked over 5 days per week 
                                                     Fixed Term 12 months Contract

Salary range:		£31,736 per annum – pro rata £25,740

Responsible to:		New Heights Project Manager

Accountable to:		New Heights Charity Board 


New Heights Charity aim:

“To meet the needs of the most disadvantaged members of the Kingstanding community and to help to bring about social cohesion”
New Heights Charity aims to bring about social cohesion by delivering activities:
· To reduce the isolation of older people living within the area and promote their independence, health and well-being.
· To work with younger people, supporting their development needs and helping them to raise their aspirations, addressing social & health, educational, unemployment and leisure issues.
· To work alongside families and parents, particularly lone parents, helping them to face the challenges of family life and parenthood by helping them in their personal and social development.
· To support those who are disabled and their carers and address the consequences of these disability issues.
· To address the issues of poverty in the local community.
· To work for such other charitable purposes as the Trustees may from time to time determine

Purpose of the Job:

The Community Development Officer will play a key role in developing and coordinating community driven services and activities at the New Heights Warren Farm Community Project. The purpose of the role is to empower local residents, community groups, and partners to actively participate in and shape a community focused project funded by the National Lottery Reaching Communities. The postholder will work closely with the Project Manager to build strong relationships, increase community engagement, deliver community events and group activities that promote social inclusion, wellbeing, skills development in line with New Heights Community Project current values

Roles & Responsibilities:
1. Be a fully participating member of the leadership team, contributing and working with colleagues to identify opportunities for innovation, efficiency and improvement. 
2. Ensure effective safeguarding to all, through good leadership and management of any potential safeguarding issues, record keeping and reporting
3. Ensure the completion of risk assessments before each activity and event, alongside the Project Manager. 
4. Deputise in the absence of the Project Manager to ensure smooth delivery of services at New Heights Community Project.
5. Ensure delivery of all programmes are in line with budget targets
Programme Development & Delivery
6. Create, plan, deliver and evaluate impactful programmes throughout the year utilising the range of resource centres within New Heights, 
7. During school holidays and half terms, develop an engaging timetable of activities and programmes for families and the Youth Social Action Group 
8. Plan and support community initiatives to tackle specific issues around social isolation, food poverty, mental health, youth work and unemployment. 
9. Develop and enhance existing Information and Advice services supporting residents experiencing challenges around housing, benefits, employment, health and wellbeing by strengthening referral pathways, signposting to local services, collaborating with external partners. and offering informal support as appropriate
10. Support the Café Manager in the delivery and promotion to develop the services within the of community café.
11. Collaborate with the Volunteer and Activities Coordinator to create meaningful volunteering opportunities and ensure volunteers contribute to the development of current and future projects.
Community Engagement & Outreach
12. Build strong relationships with local residents, young people, families, and volunteers in Kingstanding.
13. Actively engage underrepresented or marginalised groups to ensure inclusive participation.
14. Enable and empower individuals most in need to participate in appropriate services and activities.
15. Encourage and support young people to participate in services, activities and reduce barriers to engagement.
16. Build relationships with key stakeholders to improve referral pathways and awareness of Support services, for example with the Local Authority Social Services teams, Community Network Officers and voluntary sector organisations.
17. [bookmark: _GoBack]Strengthen partnerships with primary and secondary schools to promote services and support.
18. Interact with clients and visitors to New Heights, offering support, guidance and information as required
Networking
19. Represent New Heights at relevant networks, boards, consortiums, conferences and events.
20. Network extensively with other local providers to secure local delivery of their services in the Community Café and/or St. John’s Centre.
21. Further develop strong relationships with other agencies working in the area, being an active member of any relevant networks representing the charity and establishing, where necessary, new networks or steering groups
22. Support the publicity and communication of charity events, services, activities and successes on the charity’s social media pages and website.

Monitoring, Evaluation & Reporting
23. Develop current and create new systems to track attendance, outcomes, and community feedback.
24. Gather qualitative data via internal systems, to ensure effective recording for monthly project reports, funding evaluations and/or insight for internal monitoring enabling identification and response to changing patterns in access and make recommendations for development and improvement 
25. As the community champion lead on steering and focus groups, comprising of staff, volunteers and local benefices to evaluate impact and ensure desired outcomes are met 
26. Lead and coordinate community consultations and capture feedback to enable greater insight for further opportunities. 
27. Work with senior management to review and monitor services to improve quality.
28. Contribute to reports showing the social impact of New Heights’ work. 

General
29. Carry out any other reasonable tasks commensurate with the role, requested by Line Manager or Trustees which helps to develop ‘New Heights’ services across the community.
30. Attend staff meetings and any required training or professional development activities.
31. Be available for weekend work and evening meetings and to be on call as required. Occasional work outside of normal business hours, this time will be claimed back as Time off in Lieu (TOIL).
















PERSON SPECIFICATION

Job Title:	Community Development Officer   

            Location:		New Heights Warren Farm Community Project
	FACTOR
	ESSENTIAL
	METHOD OF ASSESSMENT

	Qualification:
	Good General standard of education 
	AF 

	Experience:
	Coordinating services in a Community environment and/or for vulnerable groups.
Initiating and developing new services for vulnerable people such as the elderly, disabled and young people or lone parents.
Managing volunteers and leading a team.
Liaising with a range of agencies and stakeholders.
Community Work, Family Support or working with vulnerable groups.
Previous experience with leading community consultations
Working with young people
	AF/I

AF/I/R

AF/I/R
AF/I/R
AF/I/R
AF/I/R

AF/I/R

AF/I/R

	Knowledge and understanding
	Managing and controlling budgets.
Understanding of developments in Social Care and Health policies and Local Authority agenda.
	AF/I/R

AF/I

	Skills, and Abilities:
	Ability to work on own initiative and as part of a team.
Computer skills/knowledge. Competent in Microsoft Office systems.
Good organisational skills with the ability to prioritise.
Good verbal and written communication skills, including networking, report writing & presentations. 
	AF/I/R
AF/I
AF/I/R
AF/I
AF/I

	Personal Qualities:
	Reliable/Enthusiastic 
Self-motivated/Able to motivate others 
Flexible
Communication and listening skills
Kind and helpful 
	AF/I
AF/I
AF/I
AF/I
AF/I

	Special Factors:
	Willingness to work evenings and weekends as required.
	AF/I





Method of Assessment:  AF = Application Form      I = Interview        R= References
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