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Job Description:  Community Development Officer

	Responsible to
	Volunteering Specialist

	Location
	8 St Stephens Court, Low Willington, County Durham, 
DL15 0BF

	Hours
	35 hours per week

	Salary
	£32,283



Purpose of the Job
Durham Community Action (DCA) has a team of Community Development Officers (CDOs) who work collaboratively. They are a primary contact point for providing a broad range of community services, including practical help, support, advice and training, for small front line VCS organisations, social enterprises, informal volunteer led groups, and volunteers in County Durham. 

The role includes a number of duties as listed below. Essentially, duties are focused on providing support to enable community led action in all its forms. Duties focus on aims to build community capital, confidence and know how. Our CDOs provide information and advice for voluntary and community groups, develop and support networks, generate and provide expertise and opportunities for training, start up and operational development for new community groups and enterprises and are underpinned through collaborative approaches within cross sector partnerships.

Community Development Officers need to be flexible and responsive, and to work in close collaboration with colleagues across the whole DCA team.

[bookmark: _Hlk133246907]Working Arrangements
DCA staff currently have a hybrid working model, working remotely from home as well as a minimum of two days in our Willington offices.  The post holder will receive support, resources and training to carry out this role from both an office and a home working base
The post holder will receive support, resources and training to carry out this role from both an office and a home working base. 
Main Duties and Responsibilities
· Act as the first point of contact for all small community groups and VCS organisations requiring support, information or advice.
· Produce promotional materials relevant for VCS organisational support
· Network and liaise with other organisations involved in VCS support development
· Review, evaluate and develop the current support activities and respond to VCS sectoral needs (including development and upkeep of appropriate resources for support and advice).
· Implementation, updating and monitoring of VCS policy and dissemination of information to VCS organisations
· Work with communities to develop an entrepreneurial culture in the VCS within County Durham
· Support community organisations and individuals to explore models and vehicles of delivery (e.g. Company Limited, Community Interest Company, Community Incorporated Organisation) as well as the governance implications
· Encourage and support the formation of partnerships and consortium working to enhance the VCS within County Durham.
· Work with the Senior Management Team to feedback information from the support and advice given for funding and monitoring purposes
· Provide innovative and cost-effective support and advice to VCS groups and communities across County Durham.
· Provide advice and information on VCS organisational development, such as quality standards and accreditation.
· Organise, plan and run workshops, events and conferences as appropriate and relevant.
· Offer advice and information to volunteers and external organisations through telephone and email contact, and face to face work as appropriate.
· Keep up to date with legislation and policy related to facilities management, governance, volunteering and funding, then making any necessary modifications to accommodate changes
· Work with multiple agencies across different sectors in order to establish good working relationships to influence decisions about the VCS.
· Monitor and evaluate activities and write reports for funders and trustees.
Responsibilities 
1. Team working with colleagues in the DCA Staff group to deliver on overall objectives for DCA and contributing to development and delivery of DCA’s business priorities.
1. Provision of regular reports and monitoring information.
1. To undertake such other duties as may be agreed by the Director of DCA.

Person Specification
	Criteria
	Essential
	Desirable

	Relevant experience
	At least 2 years’ experience of case working with volunteers and community groups
	
Experience working with voluntary sector organisations.

Experience in multi-agency working.

Experience prioritising and organising workloads and great attention to detail.

Experience of producing clear and concise written reports and presentations which are appropriate, relevant and meet objectives.

Experience making clear verbal reports and presentations to community groups and networks.

Logical thinking and creative problem-solving ability
	Project management experience

Understanding of budget control

Effective finance and fund raising 

Experience of project management

Tendering, procurement and development of funding plans

Experience in managing challenging behaviour or conflicts within groups.

Experience and skills in the use of ICT media for the provision of websites, E-Bulletins, on-line resources and social media.

Knowledge and understanding about data capture and management and use of a CRM


	Education
	Good general education (educated to level 3 or equivalent experience)

Evidence of continuous professional development.
	Educated to degree level or related qualification 

	Knowledge and skills
	Customer focused with excellent communication skills, both written and verbal.

Excellent administrative, customer relation and organisational skills. Excellent people skills and the ability to work well with others.

Ability to effectively communicate and with a variety of different people from a diverse range of backgrounds.

Ability to read, understand and analyse data from surveys, and community consultations.

Knowledge about the Community and Voluntary sector

Knowledge and application of community development principles at work.

Ability to provide unbiased support for community consultations and enabling all voices to have an opportunity to be heard.

An understanding of local issues affecting disadvantaged groups and smaller, front line VCS organisations. 

Understanding and practical application of equal opportunities and diversity principles in the work place.

Knowledge of the requirements of the GDPR in respect of maintaining customer databases 

	An understanding of the policy imperatives relating to the community and voluntary sector in County Durham.

Experience and/or understanding of strategic priorities at regional and national levels that have an impact on the voluntary sector.

Enthusiasm for and commitment to making a difference to rural communities.


	Additional factors
	Driving licence and use of a car insured for business purposes.
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