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Job Description

Title:  Development Officer (Falkirk)
Salary Starting Point:  £23,905 FTE plus pension and travel costs

Hours:  Part time 28 hours per week
Responsible to: Regional Manager (Line Manager)

Contract: Permanent
Location: Based in Falkirk.  Travel to other branch offices may be required from time to time.
Practical Requirements

· current driving licence and access to a car for work purposes
· able to travel throughout the localities and region wide if required
· able to work flexible hours (early morning for shopping support, evening and weekend working for talks and fundraising work will be required)
· subject to a successful Protecting Vulnerable Groups Scheme Record check
Background to post: Food Train is opening a new branch in Falkirk, offering a range of services to support older people in the local area to live independently at home: a grocery shopping delivery service, a neighbourhood meal sharing service (Meal Makers), a practical household support service (At Home) and befriending services (Friends – including Phone Friends, 1-1 and group activity).  If you’d like to help create social change, improve the lives of older people, work alongside local volunteers and help build a brilliant new branch of Food Train, then we’d love to hear from you. 

Duties

· provide practical, advisory, administrative and operational support to the new Falkirk Branch of Food Train offering older people in the locality; shopping, befriending services, neighbourhood meal sharing and practical household support 
· develop the branch by growing member numbers, increasing the uptake of our range of services, work with Line Manager to pilot additional services and service models to enable growth for the sustained support of older people in the local community
· responsible for overseeing accurate and timely collection of membership fees and service charges due in your branch
· build and maintain a volunteer group adequate in size for delivering all branch services, by recruiting, training, supervising and supporting the whole volunteer team including regular 1-2-1 supervisory meetings with volunteer befrienders
· develop partnerships and build a profile of other national and local organisations that can support older people in the Falkirk area for effective signposting purposes to aid our members in living well at home
· contact potential members (following referral) by telephone (or in their home if more appropriate to their service needs e.g. Friends) to assess and profile, build and discuss best service option to meet their needs

· manage customer waiting lists and service endings professionally, fairly and with dignity for all involved 

· plan, coordinate, match ongoing befriending activities and services and monitor/manage thereafter

· develop successful relationships with staff, volunteers, members and key stakeholders and partners to ensure successful outcomes for everyone involved

· plan, prepare and deliver new volunteer training workshops

· work to set budgets, company policies and company procedures

· carry out any required administrative tasks for the project including monthly reports, monthly financial data entry, collection of member charges and processing Protection of Vulnerable Groups (PVG) applications for volunteers

· offer support and / or cover to meet and greet visitors to the Falkirk branch, either face to face or on the telephone

· support and / or cover Falkirk administration as required
· gather information, research and data for ongoing monitoring, evaluating and reporting purposes, as required

· promote use of Food Train services to older people in need across the branch area
· liase with local grocery shops and other partner organisations to further the aims of Food Train across the branch area
· co-ordinate, facilitate and support the regular volunteer meetings across the branch, providing administrative support where required or lead the meeting if requested by the Regional Manager
· promote Food Train and raise awareness of Food Train services through talks, promotional events, meetings and through social media channels
· regularly schedule, promote and support local fundraising events and activities across the branch area as well as bidding for local funding to allow growth and development of services in the area
· represent at local events and undertake development work as directed by the Regional Manager
· deputise for the Regional Manager at planning and/or strategic meetings and events if required 
· liaise with the other Falkirk based Food Train staff to ensure continuity for members and volunteers across Falkirk
· any other reasonable task related to promoting and delivering Food Train services across the branch area
Person Specification ~ Essential
· you must be flexible to support the Charity needs at this time
· there are no formal requirements for this role however specialised knowledge of the health, social and emotional needs of older people acquired through training or practice based experience is required
· a strong desire to work with and for older people to promote and support them to eat well, live well and age well
· you must be a motivated and enthusiastic individual who can work creatively, responsively and flexibly delivering on positive outcomes for our members, staff, volunteers, partners, funders and other key stakeholders

· an excellent and talented communicator is required who is comfortable with public speaking, you need to be a real ‘people person’ with a good sense of humour who can adapt to any situation and people from a wide cross sector of society and professions

· previous experience working with, supporting, training, motivating and supervising volunteers is required

· a skilled and calm approach to problem solving and dealing with complex relationships or conflict is required.  The post holder must be skilled at creative thinking, assessing risk, event planning, prioritising and implementing to ensure continuous operations are maintained, sometimes in the face of adversity with safety for all a priority

· the ability to balance working unsupervised out in the community but as part of a wider regional team effort 

· a good standard of administration, IT skills, cash handling and knowledge of Microsoft Applications (in particular Word, Excel and Powerpoint) and previous experience of using workplace social media are required for this post.  You must be familiar with using Zoom / Microsoft Teams for presentations and interfacing whilst face to face events are restricted
· some understanding of accounts and financial data input (training on our specific system will be provided)

Person Specification ~ Desirable but not essential

· awareness and understanding of service provision, agencies and key personnel working with older people across 

· previous experience working in the voluntary sector

· knowledge and understanding of planning and providing effective services to older people
· knowledge of local and national policies and care standards in relation to older people and service delivery
