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Shaw Trust is a national organisation whose aim is to enable disabled and disadvantaged people to achieve their potential in work opportunities

JOB DESCRIPTION

COMMUNITY DEVELOPMENT OFFICER

HOST SUPPORT TO A LOCAL INVOLVEMENT NETWORK

Main Purpose

To enable, support, guide and facilitate the local involvement network in its activities across a designated county/ borough/region.
Position

The post holder will be responsible to the LINks Co-ordinator. 
Duties
1. To contribute to the development of the project and the evaluation of its work by:
· Developing community based programmes and activities to raise the profile of the LINk
· Evaluating and monitoring existing community based programmes and activities to add value to the LINk

· Identifying community issues, needs and problems within health and social care

· Facilitating the co-operation of government bodies, community organisations and other stakeholders to the activities of the LINk
· Providing leadership and co-ordination of programmes and LINk activity

· Networking throughout the community to create opportunities for the LINk adding credibility and increased profile for the LINk 

· Develop and agree strategies with the LINk

· Recruiting and training members and participants to the LINk

· Attracting volunteers to assist in the administration of the LINk

· Encouraging participation in LINk events and activities through regular outreach work and effective engagement with the media.

2. To liaise effectively across local statutory and voluntary sectors in the provision of this service in Health & Social care.

3. Influence and negotiate favourable terms for LINk integration in to the Overview & Scrutiny Committee, Local Area Agreement Board and Commissioning Strategies to maximise opportunities for the LINk.

4. Be the liaison for the LINk with key contacts in the Healthcare Commission, Commission for Social Care Inspection, National Centre for Involvement, Department of Health, Department of Communities and Local Government, Local Area Agreement Board and Local Strategic Partnerships, and others as defined by the Performance and Contract Manager. 

5. The prompt and efficient handling of all telephone call, post and incoming and outgoing administration.

6. Development and maintenance of integrated filing and communication systems.

7. To carry out research tasks as required; maintain records and relevant statistical data relating to the service and compilation and preparation of statistical reports.

8. Be responsible for the planning, attending and co-ordination of meetings and events. Providing administration as required to the meetings, in accordance with the Service Level Agreement set by the LINk and co-ordinate LINks discussions in an objective and un-intrusive fashion
9. To attend and contribute to staff meetings and others pertinent to the work.

10. Develop and maintain an integrated communication system within the local network.

11. Develop, monitor and maintain a database of LINk members, participants and advisors.
12. Prepare and present reports for the local authority on the levels of community engagement activity.

13. Develop, validate and maintain Governance Structures for the LINk in accordance with local LINk agreements. Ensure that the LINk carries out its work as agreed.

14. Create and manage relationships with LINks working in other areas as appropriate; particularly where there are cross boundary issues.

15. To assist the LINk in the development and promotion of its priorities, work, plans, activities and achievements as required and is necessary.
16. Plan and develop consultation and involvement activity

17. Assess members training needs and develop and deliver a training programme

18. Monitor performance and expenditure to LINk as identified by Performance and Contracts Manager.

19. To monitor the performance and finances of the contract against the reporting framework set by local authority, ensuring delivery of a high quality service and prepare and present quarterly performance and management reports.

20. To monitor and maintain the Shaw Trust quality manual as necessary

21. To administer low level conflict resolution in adherence with the Shaw Trust policy, and challenge any inappropriate behaviour and political structures.
22. To ensure an understanding and compliance with Health and Safety and Fire Regulations.

23. To undertake appropriate learning and development as identified through the appraisal and review process.

24. To adhere to LINks and Shaw Trust Policies and Procedures at all times and carry out all duties with full regard to confidentiality.

25. To undertake any other reasonable duties that might be requested from time to time.

Confidentiality – the post holder must maintain the confidentiality of information about clients, staff and other Trust business.  The work is of a confidential nature and information gained must not be communicated to other persons except in the recognised course of duty.  The post holder must meet the requirements of the Data Protection Act at all times.

Health and Safety – to act as pivotal role as employees must comply with the provisions of the ‘The Health and Safety at Work Act 1974’ and must take reasonable care for the Health and safety of themselves and of other persons who may be affected by their acts or omissions whilst at work.  Employees are also required to co-operate with their employer to enable them to perform or comply with any statutory provisions.  The Trust’s efforts to promote a safe and healthy working environment can only succeed with the full co-operation of its employees.

Equality and Diversity – The Trust has an Equality and Diversity Policy and it is the responsibility of all staff to comply with t his.  They key responsibilities for staff under this policy are set out in the Trust Code of Conduct.

Flexibility – This job description is intended to provide a broad outline of the main duties and responsibilities only.  The post holder will need to be flexible in developing the role in conjunction with the Line Manager.  The post holder may be asked to carry out any other delegated duty or task that is line with their post.
PERSON SPECIFICATION

COMMUNITY DEVELOPMENT OFFICER
HOST SUPPORT TO A LOCAL INVOLVEMENT NETWORK

Essential

· Good interpersonal, communication and presentation skills.

· Good organisation and time management skills with an accurate and systematic approach.

· Ability to negotiate, influence and persuade at all levels.

· Self motivated with a flexible approach.

· Ability to work within a team and able to work on own initiative with minimal support.

· Ability to lead and motivate people

· Ability to carry out research using a variety of techniques to maximise returns

· Experience of minute taking.

· Experience of developing new initiatives

· Competent in Microsoft Word/Excel/PowerPoint/Access and Internet
· Ability to analyse and produce statistical reports.

· Ability to problem solve and respond appropriately to a variety of situations.

· Willingness to undertake occasional out of hours evening/weekend work.

· Ability to cope with a variety of challenging situations in a calm and sensitive manner.

· Willingness to travel on a daily basis

Desirable
· Experience in facilitation.

· Understanding of health and social care related issues.
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