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Job Description


	Job Title:
	Community Enabler

	Base:

	Devon Community Foundation (Tiverton)

	Responsible to:
	Sarah Yelland

	Responsible for:
	Positive People volunteers

	Salary:


	£24,586 (pro rata)

	Hours:


	15-20 hours per week with the possibility of some evening and weekend work (Job share considered)



	Contract:
	Until 31st December 2019


1. Key Purpose of Job

1.1 To work with community groups, initiatives and projects to plan and arrange engagement activities which encourage individuals to participate in the Positive People project.
2. Key Duties and accountabilities of the post

2.1 Work with groups and organisations in local communities to understand the unique needs of neighbourhoods and people to design engagement activities.

2.2 Integrate the activities of the Positive People project with other volunteer groups throughout the region.
2.3 Work across the partnership to support the Change Coaches to organise community engagement events.

2.4 Coordinate the Positive People Volunteering Scheme in their area.

2.5 Undertaking specialist support with specialist partners so they can participate in the project.

2.6 Work with support groups for individuals with protected characteristics so that they can access the programme.

2.7 Monitor engagement data to ensure that diversity engagement targets are being met and design rectification plans if there are shortfalls.
2.8    Undertaking own project administrative tasks, including managing diary appointments, journey planning, completion of weekly             timesheets.
2.9 To feedback and liaise with the Partnership Manager, Change Coaches and any other individuals working on the Positive People Project.
2.10 To work to a budget as agreed with the line manager.
2.11 To provide timely and accurate progress reports for the programme lead body and funders as appropriate.
2.12 To promote, market and publicise services offered by the programme in order to engage local communities, including the use of social media.

2.13 To contribute to the programmes publicity material if required.
2.14 To attend regional events to present and gather information as agreed with your line manager.
2.15 As part of the programmes public face, to ensure the services available to communities/partners are fully explained.
2.16 To stimulate communities and/or partners to identify potential participants.
2.17 To provide information which allows local communities to achieve identified activities/projects by increasing understanding and knowledge including advice and the dissemination of good practice.
2.18 To encourage the development of support mechanisms in local communities, building social capital by supporting local communities in the planning, introduction and development of community based activities.
2.19 To form good working relations with a wide range of organisations within the region through networking.

2.20 To provide advice, guidance, training or signposting to essential services to enable communities to meet their local needs including advice on funding and constitutional matters.

2.21 To actively and positively promote the vision and values of Positive People and the host organisation.

3. Key Contacts and Relationships

3.1 External – Stakeholders, partners, Community Partnerships & Groups, service providers and members of the general public

3.2 Internal – Volunteers, member groups and other team members with the host organisation

4. Other Duties

4.1
To undertake additional duties as required, commensurate with the level of the job.
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Person Specification
	Skills and Effectiveness:

	Essential

	Innovative and creative, with the ability to organise exciting engagement events in local communities.


Excellent interpersonal and communication skills – including presentation, written and verbal.


Empathy towards people who are disadvantaged and have multiple barriers.


Ability to work within set guidelines to comply with set standards and working practices.


Good problem solving competencies.


Ability to act on own initiative and work autonomously and flexibly.

Ability to engage with local community initiatives, projects and groups.

Good time management and ability to organise, prioritise workload effectively.

Commitment to equal opportunities and anti-discriminatory practices in service delivery.

	Desirable

	Previous experience of working in or with a voluntary sector organisation.

	Knowledge:

	Essential

	Experience in the use of ICT systems in record keeping and preparation of management information systems.


Understanding of diversity and different cultures.

Experience of working with and training people with disabilities and other barriers.

Experience of working with customers both on a one to one basis and in a group setting.

Experience of supporting community groups and organisations to build their organisational capacity.

Experience of co-ordinating services and volunteers to meet organisational needs.

Microsoft Office (Word, Outlook & Excel) – word processing, email, spreadsheets.

Experience of working in a target driven environment and ability to self-motivate to achieve results.



	Desirable

	Experience of event management and co-ordination.

Experience of designing and delivering training and workshops, including bespoke support.

	Qualifications/Professional Memberships

	Essential

	Minimum of 5 GCSES at grade C or above (or equivalent qualification) including Maths and English.

	Desirable

	NVQ Level 3 Advice & Guidance Qualification (or equivalent).


	Other relevant factors:

	Essential

	Ability to meet the mobility requirements of the job.

Ability to work flexibly; some weekend and evening work as required.

Able to undertake regional travel as necessary.



	Desirable

	Access to a vehicle for business use.


Community Enabler Application Form

Please complete this application and email to:  gillian@devoncf.com
The basics

	I’m am applying for the position in the following area(s) (Please delete as appropriate)
                                          PLYMOUTH                                    TORBAY                              DEVON

	How did you hear about this vacancy?




	TITLE (Mr, Mrs, Ms, Miss): 
	FIRST NAME: 

	SURNAME: 
	FORMER NAME(S): 

	CURRENT ADDRESS:


	National Insurance No: 

	
	Tel (Home): 
Tel (Work): 
Tel (Mobile):

	Work Permit details, if appropriate:


	Email:
Twitter:

Linkedin:


What attracted you to this role with Positive People?

	


Employment (Current or most recent employer)

	Name of employer
	

	Address and contact number
	

	Job Title


	
	Salary
	

	Start Date
	
	Finish Date (if applicable)
	

	Brief description of main duties and responsibilities


	Reason for leaving:


 Past employment
	Please give details of all positions held since completing full-time education and explain any gaps in your employment and include dates.

	DATES FROM / TO (incl Month & Year)
	Name and address of employer 
	Job title and details of duties
	Salary
	Reason for leaving

	
	
	
	
	


Education and training
	DATES

FROM              TO
	SCHOOL/COLLEGE
	QUALIFICATIONS/GRADES GAINED (please state awarding body if known)
	DATE ACHIEVED

	
	
	
	


 Further training / courses/additional skills
	DATES

FROM              TO
	SUBJECT

	
	

	MEMBERSHIP OF PROFESSIONAL BODIES including level of membership and date obtained: 



Why this job is for you.

Please let us know about your knowledge and experience with specific reference to the job description and person specification.
	


References (not a relative or someone acting solely as a friend)

	Please give the names and addresses of two persons (one of whom should be your current/most recent employer and one a previous employer) who are in a position to comment on your work ability. References will not be taken up without your knowledge, but will be contacted prior to an employment offer.  Please tick the boxes only if you do not want the referee (s) to be contacted prior to interview. *

	Name: 

	Name: 

	Company Name: 


	Company Name: 

	Address: 
	Address: 

	Tel No: 
	Tel no: 

	Email Address: 
	Email Address:

	Position: 
	Position: 


	In what capacity known:

	In what capacity known: 

	* Tick if required
	
	* Tick if required
	


Other
	Have you ever been convicted by a court for a criminal offence?
	

	If yes, please provide details including dates and court of conviction.
	

	Are you subject to any current or outstanding disciplinary procedures or legal action?
	


	Do you hold a UK driving licence?    
	
	Do you have use of a vehicle?
	

	Do you have any endorsements?         

	If so, please give details:


Are you related to or have a close relationship with any employee or trustee of Devon Community Foundation, Plymouth VCSE or Torbay Community Development Trust?

If so please give their name: …………………………………………………………………………………….
Additional Information.  Please use this section to include any voluntary work you may have done and/or your knowledge of Charitable and Civil Society Sector  

	


Availability
Should you be offered a position, when would you be able to start? 

	


I confirm that the information given on this application form is correct. I understand that any details I have falsely given will render me liable to disqualification from selection, or if appointed, summary dismissal.

Signature of Applicant: …………………………………………………………..   

Dated: …………………………………..

EQUAL OPPORTUNITIES MONITORING
The information provided will be used for monitoring and statistical purposes only and held on a computer file.  This section will be detached from your application form prior to short listing. 

Position applied for:
	GENDER

	Male     ⁯         Female    ⁯

	AGE

	
	
	

	16 - 25 years
⁯

26 - 35 years
⁯                               36 - 45 years     ⁯


46 - 55 years
⁯                                  56 - 65 years
⁯
         over 65 years     ⁯


	ETHNIC ORIGIN



	White                  British
⁯           Irish
 ⁯       Other (please specify)


	Asian or Asian British     Indian ⁯   Pakistani  ⁯
Bangladeshi   ⁯
Other (please specify)


	Black or Black British Caribbean



⁯ African




⁯ Other (please specify)

	Mixed      White & Asian
    ⁯  White & Black African ⁯    White & Black Caribbean
⁯
Other (please specify)










	Other (please specify)



	RELIGION OR BELIEF

	Christian     ⁯
Hindu
⁯       Muslim
⁯
Buddhist
⁯
Sikh
      ⁯
Jewish
⁯      No religion / belief   ⁯
Other (please specify)


	DISABILITY

	Do you consider yourself to have a disability?

Yes

⁯

No

⁯
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