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Tel: 0141 7554
Web: www.linkes.org.uk  

Email: contact@linkes.org.uk 

Registered Charity Number SC037175


Community Rooms, 200 Lincoln Avenue, Glasgow, G13 3PP 

Job Description and Person Specification
Post:


Senior Community Development Worker (job-share)
Hours of Work:  
Part-time – 17.5 hours per week 



2.5 days per week
Salary: 

£36,016  pro rata

Contract details: 
 3 month probationary period
Responsible to:   
LINKES Management Committee
Interviews:

Tuesday 14th March (evening)

Job Description

This is a project management role, worked on a job share basis with another member of staff. Working to a broad plan of action as identified by the LINKES Management Committee, the successful candidate, along with their job share colleague, will be responsible for managing and overseeing all the operations of LINKES Community Project. 
Summary of the main duties and responsibilities: 
1. To oversee the planning, development, delivery and evaluation of all LINKES activities and events. 
2. To ensure the safety of all staff, volunteers and people who use Linkes services, through the development of risk assessments and all relevant policies and procedures. 

3.  To provide regular supervision and support to the staff team via team meetings and one to one support and supervision sessions.
4. To make funding applications and secure all funding required.
5.  To maintain positive relationships with funders and to report to Linkes funders as required on progress against agreed outcomes.

6. To work with the finance officer to draw up budgets and monitor expenditure.

7. To develop new pieces of work, as required, in line with the LINKES board strategic plan.
8. To keep up to date with all relevant HR and legal responsibilities.

9. To provide support, including signposting and information provision, to existing members/volunteers/groups.
10. To support and work with the management committee, including providing regular reports at board meetings, delivering an AGM and an annual development session.

11. To represent LINKES in local and citywide networks as required.
12. To maintain good relations with partner organisations and agencies in the public, private and voluntary sector.
13. To oversee the website and social media as required.
14. Any other reasonable duties identified by the LINKES management committee.
Person Specification

Skills, Knowledge and Experience 

Essential

· Community Development degree and/or a proven track record of working effectively in a community based service or at a community level for three years or more
· An ability to demonstrate a solid understanding of a community development approach to work
· Project management experience

· Experience of developing successful funding applications and funding strategies.
· Experience of managing budgets responsibly and working with a range of funders

· Experience of supporting staff and volunteers

· Experience of developing policies and procedures, including health and safety.

· Experience of effective partnership work
· Experience of organising and prioritising own workload with minimal supervision
· Excellent written and verbal communication skills
· Excellent interpersonal skills with people from a wide range of backgrounds
· Excellent computer skills including Word, Excel, Powerpoint, email and social media
· Commitment to human rights, social justice, equality and respect for diversity

· Willingness to work occasional weekends and evenings if required
Desirable

· Knowledge of statutory and voluntary services at a local level
· Experience of working with refugees and people seeking asylum
· Experience and/or interest in supporting work addressing food poverty

· Membership with the CLD Standards Council
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