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JOB DESCRIPTION
Job Title:


Senior Project Officer, Communities Prepared          
 

Responsible to:

Programme Delivery Manager
Responsible for:

N/A


Operational Area:
    
Kent       
Location:
Flexible Kent location including homeworking
Date: 


April 2025 





TASK SUMMARY

Community charity Groundwork South’s highly successful National Lottery funded Communities Prepared programme places people and communities at its core with a ground-breaking step forward for community resilience towards emergencies. Working in partnership with a range of organisations, the programme provides training and support to community volunteers and the wider public across England – helping them to build their confidence, skills and knowledge to prepare for, respond to, and recover from various threats, including severe weather events amplified by climate change. 
Communities Prepared helps communities to develop action plans based on their local knowledge, assist the emergency services and support the community in times of crises, as well as serve a vital purpose in early warning, reassurance and support for vulnerable people. We offer a range of learning resources on our website, www.communitiesprepared.org.uk, and we deliver online training via Zoom covering topics such as flooding, cold weather, heatwaves, storms and more. These resources are complemented by series of tailored regional/local courses developed and delivered with local partners.
Through our partnership with the Kent and Medway Resilience Forum, we have successfully delivered several community resilience events and have established a strong presence in the region. This has led to an increased demand for our programme, especially from Parish and Town councils. Thanks to funding provided through Kent and Medway Resilience Forum’s MHCLG funding allocation, we are now looking for a part-time Senior Project Officer to join our delivery team, focusing on community development and training specific to Swale in Kent. 

MAIN DUTIES 
The new Senior Project Officer will work closely with the Kent and Medway Local Resilience Forum, the national Communities Prepared delivery team, and communities and partners in Swale to design and deliver tailored training and support packages for Parish and Town Councils, particularly those representing marginalised communities. The focus of this training will be to support learners to work with their communities to build resilience to the effects of climate change, with a specific focus on hazards such as flooding, storms and heatwaves. Training materials will be supplied from the core Communities Prepared team but will need to be adapted to local contexts.

Training and support will be delivered both online and in-person, and therefore the role includes potential travel across Swale as well as occasional travel to Bristol for in person meetings with the national delivery team. 
The funding for this project is for 12 months, but there is a possibility of this being extended. The Senior Project Officer will play a key role in gathering learning and using this to help plan for a potential extension of the project.
About you
As Senior Project Officer, you will have the confidence and skills to build and maintain relationships with people from a range of backgrounds. Having proven experience in delivering training and community engagement is also critical. As lead for training delivery in Swale, you will be comfortable in managing your own projects. Being able to manage complex and sometimes challenging relationships is also essential. For more information check the person specification.  
Key tasks include:
· Identify and engage Parish and Town councils, promoting the project and building partnerships to deliver resilience focussed training and workshops utilising a broad range of disciplines and teaching styles.
· Adapt existing training materials and other resources, making them specific to Swale. 
· Provide wider information, advice and guidance to people who are facing emergencies within their community.
· Work with key project partners, including Kent Resilience Team and Swale Borough Council, to utilise existing knowledge and connections and ensure the project meets their expectations.
· Monitor progress against agreed targets and outcomes in relation to community development and training, in order to support the Programme Delivery Manager reporting to funders, partners and Groundwork.
· Represent the programme across Swale and Kent at external conferences, meetings and events, including presenting to varied audiences. 
· Be willing to travel across Kent, and for in-person team meetings (usually held at Groundwork South’s Bristol office, 5 per year).
· As part of the Communities Prepared team, contribute to the collective learning around community resilience, specially related to engaging Parish and Town councils. 

· Engage in internal development and learning opportunities with the Communities Prepared team, including mentoring sessions with an established delivery team member, weekly online team meetings and in-person team meetings. 
ADDITIONAL RESPONSIBILITIES 
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 

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.
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
	Level 4 qualification in a relevant sector or 2 years relevant experience in community development & adult training. 
	E
	

	
	Knowledge of, and an interest in, community development & adult training, community resilience or emergency response.
	E
	

	
	Basic understanding and interest in the effects of climate change and how this impacts communities 
	E
	

	Experience
	Demonstrable aptitude for working with, and meeting the needs of, communities including successfully engaging, supporting and empowering a diverse range of individuals.
	E
	

	
	Demonstrable experience of delivering high quality training to a varied audience, utilising a range of teaching and facilitation styles to meet the audience’s needs, including online and in person delivery. 
	E
	

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

	
	Demonstrable track record in monitoring project progress and inputting to funder/partner reports. 
	
	D

	
	Experience of evaluating community focused projects, or being part of their learning / reflection / evaluation processes 
	
	D

	
	Proven track record of building, motivating and working with community teams/groups.
	
	D

	Skills and Abilities


	Excellent communication and presentation skills, both written and verbal, to be able to communicate with a wide variety of groups both internally and externally. Be able to demonstrate understanding, empathy and tact when dealing with challenging situations. 
	E
	

	
	Strong leadership and organisational skills, with the ability to complete tasks with minimal supervision. 
	E
	

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

	
	Demonstrate a commitment to, and understanding of, safeguarding and promoting the welfare of children and vulnerable adults.
	E
	

	
	A proven ability to think creatively, problem-solve, manage workloads and competing priorities; using own initiative with minimal supervision.
	E
	

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

	Special Requirements
	Able to work outside normal working hours, i.e. attendance at evening and weekend events, either online or in person.  

	
	Willingness to travel to and from Swale and on occasions wider areas in Kent.

	
	Full UK driving licence and access to your own vehicle is desirable. 


PERSON SPECIFICATION

TERMS AND CONDITIONS

	Salary
	£27,000-£29,000 FTE per annum (£10,800-£11,600 pro rata).

	Contract:
	Fixed Term for 12 months with scope for extension

	Hours of work:


	Your normal hours of work are 15 hours each week, excluding a daily lunch break and travel to and from the main place of work (if not working at home). We offer flexible working as standard as long as it meets the demands of the role. 

	Place of work
	The programme team is primarily based at home, though the programme’s official base is Groundwork South’s Bristol office. We are willing to accept applicants from anywhere in Kent given the geographical focus of this project. Applicants will be expected to work at home, Groundwork South’s office in Gravesend or a project partner premises (if appropriate). 
Infrequent travel to Bristol may be required for face-to-face meetings with the Communities Prepared team (currently held 5 times a year). You will also need to travel within Kent to meet with and facilitate learning with project partners, parish and town councils and communities.

	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.  Employee contributions are made by salary sacrifice. 

	Benefits
	The following discretionary benefits are available to staff:

Health Cash Plan
A Company sponsored healthcare cash plan, which enables you to claim 100% refund on healthcare bills (subject to the maximum claim levels) including dental, optical, chiropody, specialist consultation fees, physiotherapy and osteopathy.  Dependant children are covered free up the age of 18 in full time education.  Includes PERKS scheme which has offers such as discounted gym membership and shopping discounts. 

Employee Assistance Programme
Fully comprehensive EAP which includes mental health helpline and face to face counselling. 

Cycle to Work Scheme

This salary sacrifice scheme enables employees to apply for a loan of up to £1,000, 0% interest over a period of 12 months to purchase a bike, meaning you can save up to 42% through lower tax and NI contributions.

	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 ………………………………………………………………………….

