GROUNDWORK NORTH, EAST AND WEST YORKSHIRE
JOB DESCRIPTION
	POST TITLE:


	Senior Community Coordinator (West Yorkshire)

	SALARY:
	£24,000 – £28,000


	DURATION:


	Permanent

	SECTION:


	Community

	LOCATION:


	Environment & Business Centre, Merlyn-Rees Avenue, Morley, Leeds

	REPORTING TO:


	Community Team Manager (west Yorkshire)

	RESPONSIBLE FOR:


	You will not have direct line management responsibility but may be responsible for the operational management of temporary staff, contractors, consultants, secondees and volunteers. 

	POST HOURS/HOLIDAYS:
	25 – 30 hours per week (negotiable)
25 days annual leave per annum plus statutory days (pro-rata)

	SPECIAL CONDITIONS OF SERVICE:
	The post will involve evening and weekend work, as required, in relation to projects, meetings etc.

Full driving licence and use of own vehicle


Purpose and Objectives of the Post 

	1. To enable Groundwork to fulfil its mission to build sustainable communities in areas of need through joint action, working with the community and partners to improve quality of life and bring about positive change in people’s lifestyles and the environment

2. When required, deputise for the Communities Team Manager to ensure the successful day to day delivery of a programme of community projects including taking responsibility for the financial management, resourcing, and monitoring of the project delivery.
3. To deliver on a range of projects providing support, advice and resources to increase the capacity of local communities to participate in their own social, environmental and economic regeneration. 



Main Responsibilities

1. To assist in the development and delivery of bespoke engagement activities including the development of work with schools, linked to the work programme being delivered 
2. To ensure that all work responds to the needs of the community and associated partners, including funders 
3. To assist the Community Team Manager and support the development of strategies, action plans and networks focused on environmental regeneration projects by bringing together local people and establishing organised group structures.
4. Support the Community Team Manager with submission of funding applications, including the provision of details and information as required.
5. Lead on the coordination and organisation of the corporate volunteering days.

6. To develop and support a team of volunteers to support successful delivery of the community-based projects.

7. To lead on and support delivery of the school holiday projects.

8. Responsible for the day to day operational management of Project staff working on programmes, to include volunteers, work placements etc.

9. Responsible for the submission of invoices and claims accurately and on time.
10. To provide environmental regeneration expertise to other community development and engagement projects in the area and access other sources of expertise and specialist assistance where required, promoting the benefits of long term local management.

11. To assist groups and individuals to identify, secure funding and resources to undertake projects.
12. To assist with the promotion of the Trusts achievements by working with the Marketing and Communications Manager with local media, producing press releases, giving talks and presentations, developing personal contacts and organising displays etc.

13. To participate in the wider activities of the Trust.  Effective team-work is essential, so as well as a need to work on her/his/their own initiative, she/he/they will also be required to work alongside others in many instances.  This may include representing the Trusts at meetings conferences and other events where appropriate.

14. To represent the Trust at all times in a professional manner.

15. To adhere to all policy and working procedures of Groundwork in particular the finance regulations, procurement practices, quality standards and Health and Safety, Equal Opportunities and Diversity
Signed: …………………………………………………………………………….
Date: ……………………………………………………………………………….
Person Specification – Neighbourhood Regeneration Officer
	FACTOR
	RANKING

(essential/desirable)
	CRITERIA TO BE TESTED BY (TICK AS APPROPRIATE)

	
	
	A application
	I

Interview
	P presentation
	E

exercise
	WST work simulation test
	C certificates


	EXPERIENCE/QUALIFICATIONS
	
	
	
	
	
	
	

	Experience of Community Development and/or Environmental sector or similar (min 2 years)
	E
	X
	X
	
	
	
	

	Relevant Qualification e.g., youth work, community development
	D
	X
	X
	
	
	
	X

	Proven track record of project management
	E
	X
	X
	
	
	
	

	Partnership/Multi agency working
	E
	X
	X
	X
	
	
	

	SKILLS 
	
	
	
	
	
	
	

	Funding – knowledge of different sources of funding and accessing funding.
	D
	X
	X
	
	
	
	

	Customer Care
	E
	
	X
	
	
	
	

	Marketing and Promotion
	D
	
	X
	
	
	
	

	IT Skills – Microsoft Office
	E
	X
	
	
	
	
	

	Presentation both verbal and written
	E
	
	X
	X
	
	
	

	Ability to work within a multi-disciplinary team
	D
	X
	X
	
	
	
	

	KNOWLEDGE
	
	
	
	
	
	
	

	Community Engagement
	E
	X
	X
	X
	
	
	


	FACTOR
	RANKING

(essential/desirable)
	CRITERIA TO BE TESTED BY (TICK AS APPROPRIATE)

	
	
	A application
	I

Interview
	P presentation
	E

exercise
	WST work simulation test
	C certificates


	Environmental Issues
	E
	X
	X
	
	
	
	

	Voluntary and Community Sector
	E
	X
	X
	
	
	
	

	Private/Public Sectors
	D
	X
	X
	
	
	
	

	Health and Safety, Risk Assessments
	E
	X
	X
	
	
	
	

	Equal Opportunities and Diversity
	E
	X
	X
	
	
	
	

	PERSONAL ATTRIBUTES
	
	
	
	
	
	
	

	Driving Licence
	E
	X
	
	
	
	
	X

	Excellent communication skills at community and senior professional level
	E
	
	X
	X
	
	
	

	Ability to work on own initiative or as part of a team
	E
	
	X
	
	
	
	

	Able to work flexibly including evenings and weekends as necessary
	E
	
	X
	
	
	
	


