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   Job Description – Development Officer
			


Job Title: 		Development Officer 

Salary:	£22,711 pro rata paid monthly in arrears on or before the 25th of each month direct to your nominated bank or building society account.  

Hours of work:	21 Hours per week. The post holder may be required to work out of normal hours and on weekends to meet the needs of the service. A TOIL (time off in lieu) system operates to compensate for this.
Holidays:	20 days per year (increasing to 25 days after 1 year’s service) pro-rata, plus 12 public holidays (i.e. 6 fixed - 1 and 2 January; Good Friday and Easter Monday; 25 and 26 December - plus 6 floating)pro-rata. 
Pension:                	EDVA offer a 6% pension contribution after 6 months in post. Full terms and conditions will be given to candidates offered the position.                
Probation:	Six months, with a review after three months.
Responsible to:	 Chief Officer 
Base:	The post is office based at East Dunbartonshire Voluntary Action Kirkintilloch but the post-holder will be required to attend meetings and visits outwith the office as an integral part of the role. Some homeworking is possible with agreement from the line manager.
Disclosure:	Where disclosure checks are required these will be paid for by EDVA.
Purpose of post:	To deliver and develop EDVA’s core activities with a focus on community engagement, capacity building, enabling the voice of the third sector to be heard, and sharing knowledge of and with the sector

Overview:	The main function of the Development Officers is to deliver activity around the areas described above. EDVA is funded by the Scottish Government and our aim is to support and enable a strong and well-developed sector that is able to engage effectively with those who use its services, funders and partners.
	
Core Competencies: 
	Communication: able to use a variety of communication styles and formats and adapt appropriately to audience and context.
			Analytical thinking:  Identifies a set of features, parameters, or 				considerations to take into account, in analysing a situation, offering 			a solution or making a decision
			Customer service: Provides prompt response to requests for help or 			information
			Team work: Works collaboratively as part of a team to meet defined 			objectives.
			Accountability: Views oneself as a reflection of the organisation, 				takes ownership of ones actions and delivery of objectives.
			Performance standards: Shows concern for all aspects of the job and 			seeks opportunities to increase learning and self-development

	
Main Tasks:
1. To deliver key activities within EDVA’s strategic plan and in line with commitments to funders. This includes community engagement, capacity building, enabling the voice of the Third Sector to be heard and sharing knowledge of and with the sector.
2. To develop and support connectivity among the Third Sector and Community Planning Partners. 
3. To identify support and capacity building needs within the Third Sector and develop and deliver appropriate advice, training or signposting.
4. To support networks/ working groups, and deliver or participate in, events with the aim of facilitating meaningful engagement of third sector groups and organisations within local and national decision-making processes such as Community Planning groups and sub-groups.
5. To keep up to date and appropriate records in order to provide appropriate feedback and evaluation to funders and partners as required.
6. To work with other team members to deliver joint work and support the overall aims of EDVA
7. To undertake other necessary and reasonable duties as agreed with Chief Officer.

Person Specification:
	Essential
	Desirable

	Experience & qualifications

1. A qualification at HND level or above in Community Development, Social Science or relevant work experience (2 years + ) in voluntary sector development or a community development setting.




1. Experience and proven skills in at least four areas below:

· Third Sector organisational development and governance
· Training delivery
· Social Enterprise development
· Fundraising
· Community engagement
· Equalities
· Working in partnership with local authority/ HSCP
· Sustainability
· Community Asset Transfers

1. An awareness of Community Planning Partnerships, Health and Social Care partnerships and the potential they offer for the voluntary sector.
1. Good working knowledge of community development and understanding of its implications for the community/voluntary sector.
1. Some knowledge of the national/local policy context and initiatives that impact on the community/voluntary sector.
1. Experience of working to operational work plans, including monitoring and evaluation frameworks.
1. Ability to work on own initiative and as part of a team.
1. Excellent verbal and written communication skills
1. Computer literacy and knowledge of Microsoft packages.
1. Good administration and record keeping, including database use.



	

· Local knowledge


· Driving licence

	Motivation & outlook
1. Strong commitment to the value of the Third Sector and community development values and principles.
1. Strong commitment to inclusion and equal opportunities.
1. Willingness to undertake training as required.

	

	Personal qualities
1. Excellent people skills and networking abilities.
1. Able to work independently, proactively, and collaboratively.
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