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HUMBER & WOLDS RURAL ACTION
JOB DESCRIPTION
	Job Title:  Community Development Co-ordinator – Good Neighbours (North Lincolnshire)
Scale point:  NJC Scp 24/£27,905 pro rata
	Responsible to: Delivery and Development Manager
Contract: 22.5 hours per week
Contract Period: 6 months 


	Overall Purpose of Job:

Humber and Wolds Rural Action (HWRA) has received funding from The National Lottery Community Fund to develop ‘Good Neighbours’ in North Lincolnshire.
The Community Development Coordinator will facilitate individuals and communities to develop and sustain the vibrancy and sustainability of communities in line with HWRA’s Strategic Aims.
The Community Development Coordinator will introduce interested communities in North Lincolnshire to ‘Good Neighbours’, a tried and tested model of harnessing and sustaining local community knowledge, experience and enthusiasm to support others within their community. They will support 5 self-identified communities to develop a Good Neighbours Scheme and facilitate a network of ‘Good Neighbours’ across North Lincolnshire (North Lincs Neighbours Network) bringing communities together to share ideas, experiences, concerns, issues and solutions whilst being provided with good practice, legislative and government guidance. Working together to respond to the next crisis, whether that is for an individual, family, community or nationally.

	Main Responsibilities:
Working with individuals, families, whole communities and organisations to develop ‘Good Neighbours’, assist them to:

1. Identify assets, need, capacity, opportunity, rights and responsibilities

2. Generate individual, group and community aspiration and confidence

3. Develop community skill, knowledge and capacity to ensure sustainability of activities, services and provision
4. Raise public awareness on issues and solutions relevant to the community
5. Enable the community to share knowledge and resources effectively

6. Plan what needs to be achieved and take appropriate action 

7. Become a constituted group

8. Link people into existing services and groups (voluntary car service, social prescribing, Men in Sheds, MIND etc.)

9. Review and revise responding to local needs

The Community Development Coordinator will:

10. Establish the structures and processes required to formalise the group

11. Re-market the group showing sustainability beyond Coronavirus

12. Recruit and induct new/additional volunteers, facilitate DBS where required

13. Advertise the revised ‘offer’ to local communities

14. Create ‘Good Neighbour Starter Kits’
15. Facilitate the development of the North Lincs Neighbours Network, bringing groups together to share ideas, experiences, concerns, issues and solutions
16. Provide and reinforce legislation, government guidance and examples of good practice
17. Meet the requirements as laid out in the Standard Terms and Conditions for National Lottery Communities Fund Emerging Futures Fund and offer letter
18. Measure outcomes by developing an evaluation process which will provide a baseline assessment of the community pre-Covid, at the point of developing the North Lincs Neighbours scheme and at the end of this project period 

19. Listen and record how communities are responding to local needs, facilitate their learning and assist them to identify how they may want to change things into the future

20. Assist Good Neighbours to identify and provide evidence of development and impact and upload this on a monthly basis to Emerging Futures so that learning can be shared
21. Liaise with the National Lottery Community Fund Emerging Futures team to facilitate and promote learning both locally and nationally.
As Community Development Coordinator you will act as a link between communities and a range of local authority, health, voluntary sector providers, organisations and businesses. In this role you will:
22. Identify and build appropriate relationships with representatives of relevant organisations 

23. Identify and connect individuals and groups to relevant resources within a range of sectors 
24. Build links and work with a range of groups, agencies, organisations and companies to further the development of communities and HWRA
In general:
25. Work within project budgets

26. Undertake general administrative duties including recording project development
27. Contribute to the work of HWRA and adhere to the organisations policies and procedures

Where necessary, training, development, support and information will be made available to enable you to carry out the tasks specified. Also, where necessary to carry out the role, you may be required to have Disclosure and Barring Service (DBS) clearance.

	Postholders will be expected to be flexible in undertaking the duties and responsibilities attached to their post and may be asked to perform other duties, which reasonably correspond to the general character of the post and are commensurate with its level of responsibility.  This job description is provided for guidance only and does not form part of the contract of employment.



	Prepared by:  
	Date: 
	

	Agreed By:  
	Date: 
	

	Post-holder:
	Date:
	


PERSON SPECIFICATION

	Job Title:  Community Development Co-ordinator – Good Neighbours (North Lincolnshire)

Scale point: NJC Scp 24/£27,905 pro rata
	Responsible to:  Delivery and Development Manager

Contract: 22.5 hours per week

Contract Period: 6 months 


Method of Assessment (MOA)   AF = Application Form    I = Interview  T = Test or exercise
	ESSENTAL CRITERIA
	MOA

	Skills and abilities:

· Communicate to various people and organisations who will have a range of communication abilities and knowledge 

· Effectively utilise a range of digital communication platforms and assist others in their use

· Listening skills and confidence in talking to people both in groups and on a one-to-one basis including giving presentations

· Ability to assist individuals, groups and communities to reflect on their experiences and learning and articulate this using a range of media 

· Show commitment, enthusiasm and a positive and creative approach to solving problems

· Good leadership, motivational and organisational skills

· Write reports, minutes and document summaries to a high standard and in electronic format

· Maintain accurate records and use of digital platforms for sharing information and learning
· Develop and utilise a range of media for example newsletters, website, posters, flyers etc 

· Administration and organisational skills 

· Skilled in time management with an ability to prioritise work and manage own workload

· Work effectively both alone and as part of a team   

· A positive “can do” approach to work
· Create and work in a non-judgemental environment
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	Knowledge and Experience:

· Social, community and rural issues, concerns and interests in relation to the local and national agenda including the impact and response in relation Covid 19
· Responses to social, community and rural issues at local and national (ACRE/DEFRA/ government) level and relevant policies and strategies

· Experience of arranging and delivering workshops, forums, training or meetings
· Experience of, or ability to, engage with a variety of individuals/groups/ agencies and professionals

· Knowledge of North Lincolnshire including geography, communities and population make-up

· Believe in the advantages of having a strong, sustainable rural community
· Experience of enabling communities and individuals to reflect, learn, identify the need for change and develop solutions 
· Sound knowledge and understanding of equal opportunities, diversity and the need for confidentiality
· Specific knowledge and skills required to carry out identified role/task 

· Health and Safety and risk assessments in general and in relation to delivering a project during the Covid 19 pandemic
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	Education and training:

· Degree level qualification, or possess equivalent suitable experience 

· Working knowledge and ability in Microsoft Office applications and electronic communication
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	Working arrangements:

· Prepared to work flexibly to attend meetings and/or events outside normal working hours for which working weeks will be adjusted
· Willingness to travel across the area covered by HWRA and beyond as required by the role
· Willingness to participate in group/publicity events

· Willingness to attend training courses

· Access to private car and hold a full driving licence

· Due to Covid 19, the amount of travel will be limited 
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	DESIRABLE CRITERIA
	MOA

	Skills and abilities:

Transfer skills learned in other sectors
	AF, I

	Experience:

Experience of working within, or for, the not-for-profit sector

Experience of working in a rural setting
Experience of delivering a similar project during Covid 19 restrictions
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	Education and training:

None
	

	Working arrangements:

None
	


RELATIONSHIPS

	Title of post to which this post-holder normally reports
	Delivery and Development Manager

	Number of employees supervised by this post
	None




PHYSICAL CONDITIONS (work, location, hours etc)

This is a part time post involving 22.5 hours per week. The post-holder may be required to work out of normal office hours on occasion in order to support an HWRA activity for which the working week will be adjusted.

Due to Covid 19 restrictions and government guidance, this is a home working post with occasional requirement to attend the office base: Maltby Lane Hub, Maltby Lane, Barton upon Humber, North Lincolnshire, DN18 5PY 
	CONTACTS (internal and external)


	REASON FOR CONTACT

	All colleagues including Trustee Board
	

	HWRA members and service users
	To perform the duties

	Members of the public
	of the post 

	Parish and Town Council representatives
	

	Local Authority representatives
	

	Members and Officers of Principal Authorities
	

	Officers from Government departments and agencies
	

	Voluntary Sector Organisations 
	

	Service providers and contractors
	

	Media
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