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Communities’ Development Officer Vacancy

JOB DESCRIPTION: 
Communities’ Development Officer 
Full-time 30 hours over 4 days (occasional evening & weekend work required)
Salary: £23,500 pro rata

Based: Connect Centre, Alloa
This exciting new position, funded by The National Lottery Community Fund is for two years and aims to support, connect and enable five volunteer led organisation in their journey through the asset transfer process where they take ownership of community hall facilities. To support them to build peer relationships and support each group to identify their client market of their community facilities. Working together with the groups you will aim to encourage them to build a consortium, work collectively to save on overhead costs and engage more with their local communities and build partnerships. You will liaise with the local authority around the asset transfer of their community facilities.
 

PRINCIPLE RESPONSIBILITIES

· Identify support for each group and their key priorities
· Develop marketing plans for each individual group
· Develop business plans for each individual group 
· Coordinate a programme of support and training including liaising with Clackmannanshire Council, COSS/DTAS and other national organisations 

· Liaise with the local community to build membership for each organisation through community events and engagement programme
· Liaise with Clackmannanshire Council and legal department around asset transfer of the community facilitates 
· Work closely with the CTSI team and in particular the Team Leader - Membership, Enterprise and Community Capacity to seek additional funding and support
Other duties:

· Represent CTSI at events with other members of staff.

· Overall, support the work of the Third Sector Interface as required.

· Occasional evening cover and flexible approach to working hours required. 

Person Specification:

· Experience of working within the Third Sector and Asset Transfer.

· Positive outlook and non-judgemental attitude.

· Ability to work as part of a team and on own initiative.

· Ability to manage time and prioritise workload.

· Excellent oral and written communication skills.

· IT skills, including internet, word processing, database and spreadsheets.

· Willingness to undertake additional training appropriate to the post.

· Willingness to adhere to all relevant policies and procedures.
ACCOUNTABILITY
The Communities’ Development Officer:

· is accountable to the Team Leader – Membership, Enterprise and Community Capacity 
· is line managed by, and will consult regularly with the Team Leader - Membership, Enterprise and Community Capacity
· will report regularly to, and where appropriate will act on behalf of the will adhere to all procedures and policies as laid down by the Board of Directors.
LOCATION  

The post will be based in the offices of Clackmannanshire Third Sector Interface (CTSI) at CTSI Connect Centre, Burgh Mews, Alloa. However, the Community Development Officer will be traveling between the community facilities around Clackmannanshire. Access to applicants own vehicle would be beneficial. 
WORKING RELATIONSHIPS
· Meet regularly with the line manager

· Liaise with and support all other CTSI staff and when relevant, Board members
· Liaise with other relevant organisations and foster partnerships whenever possible

· Promote and adhere to the values, philosophy and policies of CTSI at all times
TRAINING AND DEVELOPMENT
The Communities Development Officer will be given the opportunity to attend relevant training to ensure skills and knowledge are kept updated and relevant authorised by line manager. 
Person Specification 
	Required Skills and Knowledge


	Essential 
	Desirable 

	Knowledge of the third sector and charity governance

	(
	

	Knowledge of volunteering and the voluntary sector

	(
	

	Experience of community development and management


	
	(

	Experience in writing business plans
	(
	

	Experience of managing and communication of information


	(
	

	Demonstrate organisational skills: the ability to handle a varied workload and manage tasks in accordance with changing priorities


	(
	

	Strong I.T. skills: word processing, spreadsheets, database operation. Proficiency with email and the Internet


	(
	

	Experience in training development and delivery 

	
	(

	Demonstrated ability to manage work flow, show initiative and work unsupervised


	(
	

	General business knowledge and relationship management skills


	(
	

	Marketing, promotion and development skills


	(
	

	Excellent communication skills, both written and oral


	(
	

	Strategic awareness and planning skills


	
	(

	Essential to manage budgets and resources effectively and understand financial management
	
	(


	Awareness of the Community Empowerment Act and knowledge of the Asset Transfer process
	(
	

	Commitment to diversity and inclusive service delivery
	(
	

	Ability to work with people from a wide range of backgrounds. 
	(
	

	Diplomacy and a respect for confidentiality


	(
	

	Flexible and team-oriented approach

	(
	

	Approachable and excellent interpersonal skills

	(
	

	Relevant professional qualification and/or equivalent experience and evidence of continued professional development


	
	(

	A current valid driving licence (role entails driving from numerous venues weekly)

	
	(


This post is exempt from the Rehabilitation of Offenders Act 1974 by the (Exclusions & Exceptions) (Scotland) Order 2003 as such appointment will be subject to a satisfactory Enhanced Disclosures.
CTSI is a Registered Scottish Charity Limited by Guarantee, Charity No: SC042543 Company No: SC396838
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