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JOB DESCRIPTION
Job Title:

Senior Community Engagement Officer
           
 

Responsible to:

Project Manager
Responsible for: 
N/A
Operational Area: 
South of England
               
Location:

Buckinghamshire / Thames Valley
Date:


December 2022
JOB SUMMARY

We are looking for an energetic, people-focused, self-motivated Senior Community Engagement Officer to join us at the start of an exciting new programme that we’re delivering in partnership with Buckinghamshire Council and a range of other organisations. Project Groundwater is an innovative Defra-funded partnership programme which seeks to improve understanding, raise awareness, and increase resilience to groundwater flooding in communities across Buckinghamshire and surrounding counties – and here at Groundwork we’re delighted to have recently been appointed as the community engagement lead.
Working closely with the Project Manager and existing community engagement teams, as a Senior Community Engagement Officer you’ll have the opportunity to develop community engagement plans which will enable effective working with local residents and community groups, drawing on co-production principles to achieve the community engagement goals of Project Groundwater. This is a key role working in partnership with voluntary organisations, local authorities, corporate organisations and others to help deliver improvements and increase local resilience across designated pilot communities that have been impacted by groundwater flooding.
Through your engagement with local communities, you will generate interest, support and participation in Project Groundwater whilst addressing barriers which may typically hinder resilience to groundwater flooding. By joining the project right from the start, you’ll have the chance to plan for and use a range of engagement techniques to help foster support for, and involvement in, the project – with a focus on face-to-face engagement where possible. This could include community surveys, community events and workshops, pop-up events and community presentations, as well as liaising with a range of external service providers to develop supporting tools.

Main Duties:
· Develop plans for community engagement throughout the full programme timeframe, identifying key engagement opportunities through a variety of online and in-person engagement approaches; whilst liaising with project partners to ensure these plans are aligned with other elements of the programme 
· Develop a detailed understanding of the key stakeholders, their levels of knowledge and their needs through research and communication with existing partners; using this to identify any gaps in stakeholder management plans 
· Lead on community networking and outreach to promote the project and its activities, developing and maintaining relationships with communities and wider stakeholders 
· Develop, carry out and analyse a community survey to determine how ready each pilot community is to engage on the programme
· Plan and implement engagement opportunities with a range of local community groups and organisations, including meetings, workshop events, consultations, pop-up stands and more at key project locations

· Facilitate face-to-face and virtual engagement activities; potentially including flood risk mapping workshops, trialling new mapping tools or flood warning systems, testing property flood resilience measures, supporting with the establishment of new flood groups and community flood plans 

· Log, monitor and review engagement activities, working closely with the team and partners to track progress against objectives and feed into future programme development 

· Liaise with the programme and Groundwork fundraising teams to explore potential fundraising opportunities for communities involved 

· Build relationships with other relevant initiatives to align activities as appropriate
· Represent the programme and organisation at meetings, conferences and events

· Demonstrate strong people, communication and organisation skills, managing the expectations of all people related to project delivery, including colleagues, communities, partners and Groundwork management
· Ensure all activities delivered are accessible and inclusive to all participants, including adopting creative solutions to common barriers, such as English as a second language, accessibility etc.
KEY AREA: PROJECT MANAGEMENT 
Report on a monthly basis to your line manager where your project currently stands on a financial basis (i.e. against budget) and against the milestones/outcomes requested by funders/partners (i.e. actual versus predicted performance).

KEY AREA:  PARTNERSHIP & STAKEHOLDER WORKING 
Formalise partnerships and build strong links with stakeholders.

Attend and represent the Trust at relevant meetings, steering groups, forums and conferences, including attending out of office hours when necessary.
KEY AREA:  FUNDRAISING 
Assist in strengthening links with partner organisations and securing additional funding, including identifying opportunities for community fundraising.
KEY AREA: SAFEGUARDING CHILDREN & ADULTS AT RISK 
Groundwork South is committed to safeguarding and 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 

Focus on customer satisfaction and deliver 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 
· Adhere to all the policies and procedures of the organisation.
· Contribute to the Trust’s work in maintaining existing and achieving future accreditations and standards.
· Commit 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
	Understanding of national policies and initiatives relating to the environment, sustainability, resilience, flooding and climate change.
	
	X

	
	Knowledge of, and an interest in, community development and environmental, social and/or economic regeneration.
	X
	

	
	Knowledge of, and/or willingness to learn about, flooding and community resilience towards this – including both adaptation and mitigation.
	X
	

	Experience
	Demonstrable experience of partnership working with public, private and voluntary sectors.
	X
	

	
	Previous experience in a customer service focused role.
	
	X

	
	Demonstrable experience in community work, environmental work, sustainability or regeneration.
	
	X

	Skills
	Well-developed oral and written communication skills, with a friendly and professional approach to communicating with others from a wide range of demographics. 
	X
	

	
	Ability to manage workloads and competing priorities in an often deadline orientated environment.
	X
	

	
	Demonstrate a commitment to and understanding of the principles of equal opportunities in both employment and service delivery.
	
	X

	
	Calm, flexible and enthusiastic approach.
	X
	

	Abilities
	A proven ability to think creatively, problem-solve and work on own initiative with minimal supervision.
	X
	

	
	Strong team skills and a proactive, supportive way of closely working with colleagues to achieve results.
	X
	

	
	Ability to use MS office (Word, Excel), Internet and Email.
	X
	

	Special Requirements
	Able to work outside normal working hours i.e. occasional evenings and Saturdays.  The Trust has a Time Off In Lieu system in place.

	
	Full UK driving licence, ideally with 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 £25,000 per annum  

	Contract
	Fixed term to September 2025 with high potential to extend depending on project achievements / focus

	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. Applicants looking for a part-time / job share role will be considered.  

	Place of work
	Your normal place of work will be Colne Valley Regional Park Centre, Denham, UB9 5PG; with scope for home-working two or more days a week. You may be required to travel on Groundwork’s business to carry out your duties at other locations. 

	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.

	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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