[image: image1.jpg]&
§
i

CHANGING PLACES
CHANGING LIVES




JOB DESCRIPTION
Job Title:

Senior Outreach & Community Officer 
           
 

Responsible to:

Programme Manager 
 
Responsible for  
Volunteers  
Operational Area:
Kent              
Location:                    
Riverside Community Centre, Dickens Road, Gravesend, Kent, DA12 2JY

Date:
 

August 2021 

 
JOB SUMMARY

Groundwork delivers a series of integration programmes designed to support migrants (Third Country Nationals) integrate into UK society through a programme of holistic activities, coordinated and delivered through 3 key areas: Language, Preparation for Work and Cultural/Community activities. 

The Senior Outreach and Community Officer is responsible for the recruitment, engagement and registration of refugees and migrants onto programme and the planning and facilitation of community workshops to engage participants in community activities.

Main Duties

Outreach: 

· Recruitment, engagement and registration of refugees and migrants onto the programme. 

· Build partnerships with community and voluntary sector organisations supporting refugees and migrants.

· Work in partnership with stakeholders to deliver community projects that build sustainable, vibrant, healthy and safe communities. 

Community Activities: 

· Support the programme’s participants towards social integration, in life in Kent. 

· Use arts, crafts and environmental activities to encourage social connections and confidence.
· Plan, deliver and monitor community activities.
Recruitment 

· In collaboration with ESOL Tutor and the Programme Manager lead the development and execution of a SMART engagement strategy and recruitment plan to engage 100 refugees and migrants onto the programme, according to funder eligibility requirements.

· Actively register refugees and migrants onto the programme, including collecting baseline data and establishing a Personal Integration Plan for each participant. 

· Plan and deliver a range of successful interactive and creative recruitment events and sessions.

· Support a caseload of participants throughout their time on the Together programme.
Community activities 

· In collaboration with ESOL Tutor and Together Programme Manager, design and deliver a programme of community activities such as arts & crafts, cooking, gardening both face to face (when possible) and online social activities to agreed timescales and within budget. 

· Monitor and evaluate projects in accordance with funder requirements, ensuring timely and accurate reporting to funders.

· Design, coordinate and deliver practical workshops, events, consultations and activities.

· Prepare session content, recruitment delivery plans and documentation.

· Actively participate in team meetings and activities, ensuring effective internal communication, sharing of learning and the support of team members.

· Assist in the delivery of other projects across Groundwork offices as required.

· Implement Groundwork’s commitment to best practice and continuous improvement.

Evaluation, reporting and evidence collating 

· Undertake all monitoring and evaluation in line with all funders’ requirements for the project.
· Keeping accurate and detailed records of activity, collating detailed evidence. 

· Collect and store personal and sensitive personal data in line with GDPR regulations and EU funder requirements.

KEY AREA: PARTNERSHIP & STAKEHOLDER WORKING 

· Lead stakeholder analysis and mapping to identify key project partners including referral organisations, front line organisations and migrant specific organisations.

· Build and maintain effective working relationships and partnerships with key external stakeholders and partners.

· Attend local events and conferences to promote the programme

· Contribute to the planning of refugees and migrant consultations into programme development.

KEY AREA: COMMUNICATION AND PROMOTION 
· Support the Together Programme Manager and Groundwork Marketing and Communications team to establish, maintain and promote a project brand.

· Support the Together Programme Manager and Groundwork Marketing and Communications team to execute a project communications plan and create promotional materials to ensure effective outreach and project promotion, including flyers, banners, posters etc. 

KEY AREA: PROJECT MANAGEMENT 
· Undertake all monitoring and evaluation in line with all funders’ requirements for the project.
· Keeping accurate and detailed records of activity, collating detailed evidence. 

· Collect and store personal and sensitive personal data in line with GDPR regulations and EU funder requirements.
KEY AREA: SAFEGUARDING CHILDREN & ADULTS AT RISK  
Groundwork South is committed to safeguarding a promoting the welfare of children and adults at risk.  It is the responsibility of each employee to familiarise themselves and comply with the organisation’s procedures and systems on safeguarding children and adults at risk. Primary responsibilities are:
· To adhere to the Safeguarding Policy and Procedures.
· To adhere to the Safer Recruitment Policy & Procedure.
· To report any safeguarding incidents or concerns immediately to your Designated Safeguarding Officer or Lead Designated Safeguarding Officer.
· To complete any Safeguarding Awareness training as required by Groundwork South
· If required for your post, undertake an enhanced DBS check and maintain annual membership through the update service.

KEY AREA:  QUALITY 

Focuses on customer satisfaction and delivers a quality service to the agreed standards.
KEY AREA: HEALTH & SAFETY  
Groundwork South is committed to ensuring the health, safety and welfare of its employees and it will, so far as is reasonably practicable, establish procedures and systems necessary to implement this commitment and to comply with its statutory obligations on health and safety.  It is the responsibility of each employee to familiarise themselves and comply with the organisation’s procedures and systems on health and safety. Primary responsibilities are:

· To report all Health & Safety occurrences including potential hazards to line manager.
· To comply with Groundwork South Health & Safety Policy and Regulations.
· To carry out routine checks on vehicles, equipment and machinery and report any defects to line manager.
· Use, store and maintain tools and equipment in line with Health and Safety best practice.
ADDITIONAL RESPONSIBILITIES 
· Adheres to all the policies and procedures of the organisation.
· Contributes to the Trust’s work in maintaining existing and achieving future accreditations and standards.
· Commits to Continual Professional Development and undertake any training and development deemed necessary to fulfil criteria of post.
· Any other duties commensurate with the level of the post.

GROUNDWORK SOUTH VALUES 
All employees of Groundwork South are required to understand and contribute to the organisation’s values. Groundwork South is committed to transforming people’s lives and places through social, economic and environmental action.  In terms of development and delivery of these projects we work across three business themes, Communities & Landscape Design Services, Youth, Employment & Skills and Environmental Services and we successfully deliver these projects by adopting a clear set of values:
· Passion

· Commitment

· Empathy

· Professionalism

· Innovation 

	Factor
	Criteria 
	Essential
	Desirable

	Knowledge
	A suitable qualification or appropriate experience working with migrant communities, or in community engagement.
	X
	

	
	Proven experience of community outreach, recruiting participants and successfully meeting participant target numbers. 
	X
	

	Experience
	Proven experience of working with refugees and migrant or community work.
	X
	

	
	Proven experience in planning and delivering community activities, and creative skills to run and facilitate workshops.  
	X
	

	
	Proven ability to develop and maintain a range of partnerships and working relationships with key external stakeholders and partners. 
	X
	

	Skills
	Proven ability to lead, plan and deliver community outreach and engagement activities, working with a wide variety of audiences. 
	X
	

	
	Ability to work under own initiative and as part of a team, including effective prioritisation of tasks and ability to work to agreed aims and objectives. 
	X
	

	
	Ability to coordinate a small team, of staff or volunteers.
	
	X

	
	Proven experience in implementing robust monitoring and evaluation processes, including reporting to funders.  
	X
	

	
	Excellent written, verbal and interpersonal communication skills and the ability to communicate effectively with people at all levels.
	X
	

	Abilities
	Proficient in the use of MS Corporate software applications including Word, Excel, Internet and Email, and in the effective use of electronic and digital media applications and databases.
	X
	

	
	Lived Experience – first-hand experience of being a migrant or refugee from outside of the EU and/or personal experience of the immigration system (desirable, not essential).
	
	X

	
	Commitment to Equality & Diversity and Equal Opportunity and ability to demonstrate an understanding and commitment to equal opportunities in practice.
	X
	

	
	Knowledge and understanding of General Data Protection Regulations 2018 to manage and store personal and sensitive personal data.
	X
	

	
	A comprehensive understanding of Health and Safety practises and Risk Management
	X
	

	Special Requirements
	Full UK driving licence and access to your own vehicle for which you will need to be insured for business use. Employees are able to claim back mileage rates as per our Expenses Policy.



TERMS AND CONDITIONS

	Salary
	Circa £25,500 per annum (Part Time and Flexible working considered)

	Contract
	Fixed Term 31st December 2022

	Hours of work



	Your normal hours of work are 37.5 hours each week excluding a daily lunch break and travel to and from the main place of work.  

	Place of work
	Your normal place of work will be Riverside Community Centre, Dickens Road, Gravesend. Kent. DA12 2JY. You may be required to travel on Groundwork’s business to carry out your duties at other locations as may be required for the proper performance of your duties. 

	Holidays
	25 days per annum plus English Bank Holidays. A pro rata entitlement is calculated for part time workers in each holiday year (which runs from the 1st January to 31st December).

	Pension
	Groundwork will comply with the employer pension duties in respect of the worker in accordance with Part 1 of the Pensions Act 2008 in relation to the Groundwork Pension Scheme, or such other registered pension scheme as has been set up by Groundwork. Participation in such schemes is subject to satisfying certain eligibility criteria and the rules of such scheme as amended from time to time.

	TOIL
	TOIL – Time Off In Lieu - Although there is no overtime paid by the Trust; the Trust has a Time Off In Lieu system in place. TOIL is normally time spent at weekend and evening events/meetings or extra work as requested by your line manager.

	DBS Pre-Employment Check
	This post will be subject to an enhanced DBS

	References:
	Employment to this post will be subject to receiving two satisfactory references.  We reserve the right to approach any previous employers quoted to obtain a reference if deemed necessary.

	Proof of Eligibility of right to work in the UK
	Evidence must be provided to comply with the Immigration, Asylum and Nationality Act 2006



	Training:
	Undertake any training and development deemed necessary for the pursuance of the post, as identified through the induction and supported through our appraisal process. 




The above job description is a guide to the work you may be required to undertake but does    not form part of your contract.  The above job description is a guide to the tasks you may be required to undertake and may change from time to time to reflect changing assignments.

I have read and agree that this job description and person specification accurately defines the role.

Signed …………………………………………………………………………

Printed ……………………………………………………………………….

Date ………………………………………………………………………….
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This project is part fu nded by  the   European Asylum, Migration and  Integration Fund.   Making management of migration flows m ore  efficient across the European Union  

