COMMUNITY360
JOB DESCRIPTION & PERSON SPECIFICATION
	Job Title


	Engagement Officer (EO)

	Employer


	Community360 (C360)

	Accountable to


	Senior Engagement Officer (SEO) or
Engagement Officer (EO) Band 2 or 3 (dependent on level)

	Responsible to


	Chief Executive Officer (CEO)

	Contact with (Internal)
	CEO, Community Development Team, Community Accounts Service, Community Transport, Corporate Services including the Admin team

	Contact with (External)


	Citizens, and other stakeholders including partner organisations, community groups.

	Accountable for
	1. Programme specific duties (as defined in Appendix 1-3). 
2. Developing specific local communities by raising skills of individuals, developing groups and developing the groups’ collective abilities to meet their local needs.



Purpose of Job
To further develop the communities of Colchester, Braintree, Essex and beyond through fundraising, events, training, resource provision, partnership work, media awareness, business support and strategic level engagement. 
To enable groups and citizens to engage within their communities through activities and actions that develop and maintain their self esteem and skills, taking control of local community activities and facilities that actively contribute to a more cohesive voluntary and community sector.

Maintain and enhance C360’s position as a market leader in providing VCS infrastructure support services and assist to further develop the work of the organisation and its programmes of work.
Bands

Band 1:
Responsibility for the project
Band 2:
Responsibility for the project including sector specific qualifications or expertise to perform certain elements of the role (e.g. trainer qualifications). Some line management responsibility.
Band 3:
Includes line management responsibility
Programme Related Duties:

1. Social Prescriber (if applicable to your role) – connect individuals to voluntary and community services, volunteering, encouragement of self-care and resilience.  For further details, see Engagement Officer Appendix 1 – Social Prescribing
2. Family Support Worker - Essex Family Support Service (EFSS) (if applicable to your role) – supporting families which includes school-aged children and young people aged 8-19 years to work towards specific outcomes.  For further details, see Engagement Officer Appendix 2 - EFSS
3. Walk Motivator (if applicable to your role) – organising and delivering of ‘green walks’ in the borough of Colchester to improve health and wellbeing of local citizens.  For further details, see Engagement Officer Appendix 3 – Walk Motivator

4. Core/infrastructure – see below.
All Engagement officers have the following general duties where specified:
Co-Operation & Representation (for all EO’s)
5. Promote co-operation, joint action, partnership working and exchange of ideas between voluntary organisations and groups and all partners/Stakeholders.
6. Assist local community groups to adequately represent themselves in the partnership working process.
7. Represent C360 on appropriate local and regional bodies. 

8. Develop close working relationships with local statutory agencies, maintaining and enhancing the conduit between both voluntary and statutory partners. 
Core/infrastructure 

9. Review, prepare and write funding bids.

10. Maximise opportunities for generating income from all appropriate funding bodies (where appropriate commercial sponsorship and partnership).

11. Work with partners to address unmet needs, including but not limited to, establishing networks, sourcing, and adopting policies and procedures and administering funding streams on behalf of statutory partners.

12. Undertake research of designated topics, i.e., funding opportunities, local policy, as required.

Development & Reporting (for all EO’s)
13. Prepare, write, and present monitoring and evaluation reports and case studies for appropriate internal and external stakeholders.

14. Keep abreast of current social, economic, political, environmental, legal, and other trends and developments which are likely to influence the work of the Community Development Project and provide information on these.

15. Identify opportunities for new developments, projects, and initiatives to meet the changing needs of the local community, within the aims, objectives and priorities of Community360 and, where appropriate, to act on these opportunities.
16. Organise and contribute to the organisation of meetings, room bookings, ensuring that appropriate paperwork is completed, and statistics recorded.
17. Facilitate, organise, and contribute to the development of appropriate training courses for the benefit of the local community.
18. Ensure that all information and databases are kept up to date.
19. Respond to enquiries from organisations and/or members of the public with regard to activities in the local third sector, i.e. perform database searches and source information as appropriate.
20. Organise, contribute to and, when delegated by the SEO, oversee exhibitions, displays and assist with press coverage and media.
Line Management Responsibilities (EO’s Band 2 or 3)
21. Contribute to the co-ordination of the day-to-day management of your team:
· Encourage and coordinate work
· Co-ordinate and maintain the Delivery Plan
· Supervision, management and appraisals for staff and volunteers 
· Organise and chair team meetings

· Ensure Key Performance Indicators are met individually and as a team
· Follow C360 Line Managers processes & procedures 
22. Pursue personal development of skills and knowledge necessary for the effective performance of the role, including shadowing, secondment, informal and formal training.

Overall (for all EO’s)
23. Ensure that C360’s policies and procedures are followed in all areas of work of C360.

24. Comply with the UK General Data Protection Regulations (GDPR) of the Data Protection Act 2018, following guidelines as per C360 processes.
25. Attend as appropriate, and participate in, internal meetings of the organisation, including, but not limited to, staff meetings, board meetings, the Annual General Meeting and Away Days promoting staff professional development and awareness.

26. Work co-operatively with other members of staff and act as an effective team member, promoting mutual respect amongst colleagues and a positive persona.

27. Comply with the internal and external monitoring and recording requirements of the organisation for accountability purposes.

28. Provide local intelligence and knowledge to the organisation, galvanising communication throughout, which would usefully inform discussions and decision making.  

29. Assist with co-ordinating and attend community events during the year, maintaining a flexible approach.

30. Contribute to marketing C360 services including but not limited to social media, website, newsletters, leaflets, presentations and any other marketing tools.

31. Pursue and undertake any training and personal development of skills necessary for the effective performance of your role, as agreed with your line manager, maintaining your training record in conjunction with Support & Supervision.

32. Ensure all information (including the shared drive) is kept confidential, in appropriate files, up to date and accurate.

33. Carry out other duties in line with the above primary duties, which are held to be within the scope of this post.

34. Ensure that all services are provided in line with all C360 strategic and delivery plans.

35. Take ownership and responsibility of communication both internally externally ensuring the sharing of appropriate information where necessary.  Continuously explore effective ways of working within the C360 Team.

36. From time to time you may be required to work unsociable/additional hours (evenings and week-ends) for which time off in lieu (TOIL) will be given

37. The job role may require at times, travel across Essex, the region and nationally

PERSON SPECIFICATION – Engagement Officers (covers Core/Infrastructure; Social Prescribers; Family Support Workers (EFSS); Walk Motivators)
How to evidence the criteria on your covering letter:
As a minimum, please evidence as follows:

	Engagement Officer position
	Essential Criteria

	Core/Infrastructure
	E1, E2, E3, E4, E8, E9, E16, E17, E19

	Social Prescriber
	E1, E5, E8, E9, E16, E17, E19

	Family Support Worker (EFSS)
	E5, E6, E7, E8, E9, E16, E17, E19

	Walk Motivator
	E1, E4, E8, E9, E16, E17, E19

	Line Management
	As above plus E12, E15


Please consider C360’s values when providing your evidence, which underpin our vision of ‘a less unequal society’ by:
· Leadership: we seek to provide passionate, intelligent leadership for our communities

· Collaboration: we maximise our impact by building partnerships to work with communities

· Honesty: we maintain a reputation for integrity and trust

· Creativity: we are open-minded, we challenge how things are done and develop new approaches

· Inclusiveness: we seek to involve everyone, are friendly and caring

· Excellence: we value quality in everything we do

	Selection Criteria - ESSENTIAL

	No.
	Experience, Technical Skills & Knowledge
	EO Role

Applicable
	Shortlisting

 Via 
	Score

	E1
	Previous experience of community development or similar
	Core/ Infrastructure

Social Prescriber

Walk Motivator
	Application
	

	E2
	Knowledge and understanding of bid writing (to support community and voluntary groups)
	Core/ Infrastructure


	Application
	

	E3
	Develop organisational policies and procedures
	Core/ Infrastructure


	Application
	

	E4
	Project development and management experience
	Core/ Infrastructure

Walk Motivator

	
	

	E5
	An awareness of the current health and social care climate
	Social Prescriber

Family Support
	Application
	

	E6
	Ability to build strong relationships and work collaboratively with community leaders, local authority, and professionals
	Family Support
	Application
	

	E7
	Professional experience of engaging in family support with vulnerable families
	Family Support
	Application
	

	E8
	Excellent communication (written, verbal and listening) skills with an ability to write reports and papers
	ALL
	Application
	

	E9
	Competent and secure use of IT, including Email, Internet, MS Office 365, Database and Cloud technologies
	ALL
	Application

	

	E10
	Ability to prioritise tasks, workload and possess good time management skills
	ALL
	Interview
	

	E11
	Experience of setting and maintaining appropriate boundaries with community members and professionals
	ALL
	Interview
	


	Selection Criteria - ESSENTIAL

	No.
	Experience, Technical Skills & Knowledge
	EO Role

Applicable
	Shortlisting

 Via 
	Score

	For line management positions

	E12
	Demonstrate good leadership skills with experience of performance management
	Line Managers
	Application
	

	E13
	Ability to persuade and influence others and be confident in having difficult conversations
	Line Managers
	Interview
	

	E14
	Ability to act as an advocate and represent the organisation’s work and values
	Line Managers
	Interview
	

	E15
	Ability to lead a team in meeting Key Performance Indicator in line with service level agreements
	Line Managers
	Application
	

	No.
	Qualifications, Education and Training
	EO Role

Applicable 
	Shortlisting via
	Score

	E16
	Good, all round secondary education


	ALL
	Application
	

	E17
	Commitment to self-development and continuing professional development
	ALL
	Application
	

	No.
	Personal/ Behavioural Characteristics
	EO Role

Applicable
	Shortlisting via
	Score

	E18
	Discretion and confidentiality combined with sensitivity and diplomacy
	ALL
	Interview
	

	E19
	A commitment to equal opportunities & an understanding of the impact of deprivation and discrimination on communities, families and individuals
	ALL
	Application
	

	E20
	Demonstrates determination and resilience to complete work in the face of challenges
	ALL
	Interview
	

	E21
	Team player with an open and honest manner, ability to build effective relationships with a wide range of individuals
	ALL
	Interview
	

	E22
	Ability to work hours in a flexible way, including evenings and weekends to meet the needs of the service and to adapt to different environments including lone working
	ALL
	Interview
	


	Selection Criteria – DESIRABLE

	No.
	Experience, Technical Skills & Knowledge
	EO Role

Applicable
	Shortlisting via
	Score

	D1
	Knowledge and experience of direct work with families who have complex needs
	Family Support
	Application/ interview
	

	D2
	Previous experience of social prescribing
	Social Prescriber


	Application/ Interview
	

	D3
	Experience of supervising, recruiting, and training volunteers
	ALL
	Application/ interview
	

	D4
	Knowledge of charity law
	ALL
	Application/ interview
	

	D5
	Understanding of Safer Recruitment and general safeguarding policies and procedures


	ALL
	Application/ interview
	

	D6
	Deliver presentations and speak in public
	ALL
	Interview
	

	
	Qualifications, Education and Training
	
	
	

	D7
	Qualifications either at ‘A’ Level or equivalent
	ALL
	Application
	

	D8
	Diploma or equivalent in a relevant area (such as Business Administration)
	ALL
	Application
	


Equal Opportunities Statement
C360 is an equal opportunity employer and is committed to ensuring that all job applicants are treated equally, without discrimination because of gender, race, colour, nationality, ethnic or national origin, age, disability, sexual orientation, gender reassignment, religion or belief, marital or civil partner status or pregnancy and maternity. We therefore positively encourage applications from all suitably qualified and eligible job applicants.

Disability Confident

We are a Disability Confident Employer and have made a positive commitment to inclusion and diversity and welcome applications from people with a disability or long-term health condition.   Part of our commitment is to offer all disabled candidates an interview who meet the minimum essential criteria for the role as set out on our Person Specifications.
We will ask you to let us know if you require any reasonable adjustments to be made throughout the recruitment process to ensure inclusion and if you would like to discuss the recruitment process in advance, including what reasonable adjustments would be required, you can call Tracy Fortescue, Head of Corporate Services on 01206 505250.  If we offer you the position, we are committed to making reasonable adjustments wherever possible to your working environment.

Safer Recruitment

Community360 is committed to safeguarding and ensuring the welfare of vulnerable adults, children and young people.  We expect all employees and volunteers to share this commitment.

The suitability of all prospective employees will be assessed during the recruitment process in line with this commitment.  We have safeguarding policies in place which staff/volunteers are expected to read at induction and keep up to date with any policy changes throughout their employment and/or volunteering experience.
Amendments – this description accurately reflects the present position; it may be amended and reviewed.  Any change will be made following a proper period of consultation.
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