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	Job Title

	Senior Project Officer- Level 2 

	The Role

	This role supports TCV in enabling people and communities to improve their health, prospects and outdoor places. The role manages TCV projects, delivering one or more services, which contribute to Local Operational plans and towards the achievement of the TCV’s Strategic Plan. Key to achieving this will be the successful recruitment and management of Volunteers, the management of resources and the management of budgets, external relationships and/or the local site.

	Key Responsibilities
	Core Skills and Knowledge

	Operational:

· Compile and manage a budget, which ensures cost effectiveness of all projects.  
· Oversee the recruitment, induction and support of Volunteers and Volunteer Officers, ensuring they receive a valuable experience through TCV.

· Supervise and run local projects, engaging with the local community.

· Carry out risk assessment in relation to people and working environments

· Maintain and service TCV resources, including premises, IT equipment, Vehicles, tools and project materials and PPE. 
· Monitor the success of local projects by keeping records, conducting research and analysing statistics, producing written reports on progress.
· Contribute to local and national initiatives as required, managing local implementation, and achieving agreed outputs.
· To act at all times in accordance with your responsibility to safeguard the health and wellbeing of children and vulnerable adults.  

· Read and adhere to the organisational Safeguarding policies and procedures and participate in related mandatory training

Income Generation:
· Assist in generating income, by planning and researching new opportunities locally.
· Promote TCV by raising awareness of how TCV activities can improve wellbeing.
· Develop and manage partnerships with local agencies, promoting the work that TCV does.
	The skill level for this role is Foundation, except where stated. 

· Communicating Effectively
·    Building Effective Relationships- Advanced
·    Delivering Results

·    Working Effectively as One Team

·    Valuing Diversity and Integrity 

·    Understanding TCV and the Strategy 

·    Understanding TCV’s Products and Markets 
·    Delighting Customers and volunteers 

	Person Specification
	Size and Scope

	· Level 3 NVQ or equivalent qualification

· Leading and managing groups
· Planning and implementing practical projects and events.

· Recruiting and managing volunteers.

· Working in Partnership with other organisations, and community groups.

· Knowledge of implementing health initiatives to improve wellbeing. 
	· Based in Ayrshire – location to be confirmed
· 35 hours/week. 
· Some evening and weekend work will be required for which time off in lieu can be arranged



	Regulatory Requirements
	Behaviours

	· Adherence to TCV policies and procedures, including Health and Safety and Safeguarding. Safeguarding is everyone's responsibility and all employees are required to act in such a way that at all times safeguards the health and well being of children and vulnerable adults. Familiarisation with, and adherence to, the organisational Safeguarding Policies and procedures is an essential requirement of all employees as is participation in related mandatory training.
· Enhanced Criminal Record Check and Self Disclosure
· Full UK Driving Licence (minibus certificate ideal)
· Valid First Aid at Work certificate 
	· Relentless focus on delivering TCV goals for our beneficiaries, volunteers, customers and ourselves. 
· Proudly working as One Team, treating each other as we would like to be treated.


