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Glasgow Afghan United                                                                    

JOB DESCRIPTION

Job Title: Community Capacity Building Officer (Full-time) 1 Year               Grade 4

35 hours per week £24,400. PA 

Reports To: Glasgow Afghan United Board 
Overall Job Purpose

The Community Capacity Building Officer will be responsible for providing professional one-to-one training and support for Afghan individuals and families to help them get the best out of life in Scotland. This will include providing reliable and responsible signposting as a vital part of assisting people to adjust to new lives and facilitate integration, tailored to local authority areas and services. The Community Capacity Building Officer will work with the Board of Trustees and Steering Group to plan and implement a range of activities. The Community Capacity Building Officer will also work with the Community Caseworker where appropriate to identify needs and deliver workshops and skill development training to increase participants self-esteem, improve life skills, reduce stress, and promote integration. 

Key Responsibilities 

· Providing professional one-to-one support for individuals and families
· Providing professional and accessible sessions for groups
· Reliable and responsible signposting, tailored to local authority area and individual needs
· Promoting knowledge and usage of local and national services for transport, leisure, education, skills, employment and more
· Planning and coordinating appointments, activities, delivery, and facilitation of workshops and building on relationships with partners 
· Promoting the project activities to a wider audience to increase participation
· Liaising with sessional workers to carry out activities
· Managing the general administrative work
· Representing the organisation at board and external meetings as appropriate
· Carrying out other duties identified by the GAU to facilitate the running of the project
· Working with and advising appropriate external agencies to ensure the delivery of services to service users in areas such as employment, health, welfare, money management and education
· Reporting back to the Managing Director 
· Promoting awareness of community needs and rights through provision of training, seminars, briefings, and electronic and written communications and by participating in appropriate networks and forums
· Ability to work and carry out duties on remote basis via online platforms  


Other Duties 

· Maintaining the agreed Quality Standards and Team Standards in a consistent manner and across all functions of the team. 
· Developing good working relationships with internal and external services and organisations. Representing Glasgow Afghan United in a professional manner at all times. 
· Undertaking training and development activities as required to develop skills and abilities, which will enable the post-holder to fulfil the purpose of the role and support the success of the organisation. 
· Participating in and contributing to organisational/team meetings as required. 
· Providing reports for the management committee as required. 
· Providing appropriate support to volunteers as required. 
· Ensuring all health and safety requirements are met in the delivery of the services. 
· Undertaking all work in accordance with Glasgow Afghan United’s policies and procedures. 
· Ensuring all work is carried out in accordance with Glasgow Afghan United’s values, equality aims, policies and procedures. 
· Undertaking any other appropriate duties as requested. 
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Person Specification 

	Quality
	Essential
	Desirable

	Education and Training
	· Educated to HNC level or demonstrate equivalent experience

	·  Knowledge of Scottish National Standards for Information and Advice Providers
· Speak Dari or Pashto 

	Job Experience and Skills
	· Experience of working with vulnerable groups 
· Knowledgeable of statutory and voluntary services and legislation
· Awareness of health and safety requirements and the ability to apply these whilst working in a public access area
· Effective negotiating skills with a wide range of individuals and organisations
· Interpersonal skills including an awareness of cultural similarities
· Experience of working with volunteers
· Good communication skills both verbal and written 
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