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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 TCV’s strategic plan. The 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
These are the key duties of the role, and you should demonstrate how you meet these criteria in your application form.
	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 always act 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
This section covers any other relevant criteria, and you should demonstrate how you meet these and that you have the required qualifications (if applicable) in your application form.
	Size and Scope

This section covers the more specific elements of the role, such as location, hours of work and other local requirements.

	· 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. 
	· Successful applicant will be hosted in partner office space, Ladywell Neighbourhood Network. 
· Successful applicant will be responsible for designing and delivering volunteering activities in Howden Walled Garden, Howden Park and surrounding areas. 

· Successful applicant will be responsible for designing and delivering ‘Green Health’ tasks for patients on St John’s hospital site. 

· Post holder will be required to work closely with NHS partners and create strong social prescribing links with local health services. 
· Post holder will design and deliver community focused conservation activities and events.

· This post is a full-time post at 35 hours. Weekend and evening work may be required



	Regulatory Requirements
	TCV Values

	· 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 always safeguards the health and wellbeing 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 (if required) and Self Disclosure.
· Full UK Driving Licence (minibus certificate ideal).
· Valid First Aid at Work certificate.
	· Make stuff better.
· Make a positive environmental impact.

· Crack on and muck in.

· Make a difference.

· Be the best that we can be.

A behavioural framework accompanies our Values that allow us to measure how we will demonstrate these through our day-to-day work. 

The framework forms part of our annual performance and development review (APDR) process.


