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Job Description
Job title:

Communities Project Officer
Reports to:

Director of Corporate Services
Operational Area: 
Northern Ireland 
Location: 

Belfast 
The Communities Project Officer will be responsible for developing and delivering the Mens Shed Programme and other community-based projects that will deliver initiatives resulting in meaningful social change.  S/he will have excellent organisational abilities and attention to detail, as well as first-rate written and verbal communication skills. S/he will have an outgoing, professional manner, and will work well to deadlines. S/he will work well in teams, have a propensity for thinking ahead with the ability to rise to the challenge of new or unexpected circumstances, a commitment to self-development, and have a strong personal commitment to the aims and objectives of Groundwork Northern Ireland.  

Key Roles and Responsibilities
1
Project Delivery 
1.1 Work with groups of people from a variety of backgrounds and learn162

1.2 ing abilities
1.3 Identify new potential sheds and engage with current men’s sheds

1.3
Organise and co-ordinate events and activities suitable to the various service users
1.4
Deliver projects effectively and efficiently in accordance with agreed timeframes, objectives and budgets
1.5
Develop and maintain relationships and communication with project stakeholders

1.6
Ensure timely financial claim submissions to the projects’ funders

1.7
Identify and manage risks that could prevent the successful delivery of the projects
2
Monitoring and Review 
2.1
Ensure regular progress status reports to the Director of Corporate Services. 
2.2
Ensure internal quality processes are in place and working effectively and to undertake programme evaluations to ensure impact from delivery.
2.3
Distribute information in an accurate and timely manner internally and externally, in line with data protection legislation and the Trust’s policy requirements,
2.4 Communicate positively, disseminating the practices, benefits and impact of GWNI projects to external stakeholders to promote sustainable funding.
2.5 Ensure regular progress and evaluation reports are shared with key funders.
3

Personal and Professional Development 

3.1

Participate in the GWNI Performance Management and Appraisal process

3.2
Identify your own learning and development needs.

3.3
Stay fully conversant with legislative, regulatory and professional developments relevant to the Trust’s activities
4 
Additional

4.1
Represent Groundwork NI at meetings and public events

4.2
Prepare and undertake training sessions for Trust employees

4.3
Undertake any other work appropriate with the evolving objectives of the post and as may be reasonably requested by Senior Management

This job description is neither exhaustive nor exclusive and may be reviewed depending upon operational requirements and staffing levels.
Personnel Specification
Qualifications, Skills and Experience 

Essential 

· Minimum one years’ experience in developing/ delivering community development programs
· Experience of problem solving and negotiation



· Excellent organisational skills 

· Strong verbal and written communication skills necessary to draft letters, reports and other documentation

· Excellent interpersonal skills and confident approach in dealing with a wide range of community interests
· Ability to work flexibly and under pressure
· A full driving licence which enables the holder to drive in Northern Ireland and access to a car for official business (or access to a form of transport which will enable the applicant to meet the requirements of the post in full)

· Willingness to undertake regular travel and to work out of office hours where necessary

· A commitment and appreciation of Health & Safety issues and Equal Opportunities in all work practices
Desirable

· Experience of working with communities from a variety of different sectors
· Minimum one years’ experience in developing / establishing relationships within the public sector.
· Experience of evaluating and improving programme / project outcomes.

· Experience in delivering good relations focused programs

Terms and Conditions
Salary:


£23,698 pro rata per annum

Hours of work:

22 ½ hours per week

Holidays:

25 days per annum plus customary days pro rata
Pension:

Pension scheme offered in line with statutory guidelines
This post is subject to a three-month probationary period, which may be extended if considered appropriate.
This is a fixed term position to cover maternity leave.
In line with national provisions for the protection of children and adults at risk, applicants will be required to undergo Access NI checks with the Police Service for Northern Ireland.

At all times Groundwork NI posts are subject to the availability of funding
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