[image: Text

Description automatically generated with low confidence]



Title of Post:	Locality Officer
Project: 		TSI
Contract: 	Full time/Part-time fixed term initially for 1 year with extension subject to funding
[bookmark: _gjdgxs]Salary:	Full time - £25,366 (pro rata £20,292.80-28 hours) reviewed following successful completion of probation	
Hours:		35/28
Responsible to:	Locality Lead

PURPOSE OF THE POST
This role will involve working proactively with voluntary organisations, community groups and statutory partners to support the growth of volunteering, social enterprise and the local third sector.  
Based in the community you will have a wide-ranging remit to support individuals and third sector organisations on a variety of topics such as:
· the creation of new groups,
· volunteering,
· assisting organisations to find funding,
· supporting organisations to be well governed and managed
· helping organisations and community groups to be better connected and able to influence and contribute to public policy.
ABOUT US
Volunteer Centre East Lothian is the operational name for Volunteer Development East Lothian (VDEL). VDEL was founded in 1999 and is a Charity registered in Scotland (SC029045) and a Company Limited by Guarantee (SC230099).  
Volunteer Centre East Lothian is the Third Sector Interface (TSI) for East Lothian. Third Sector Interfaces have a common mission to build empowered, resilient communities with a thriving third sector. They promote and encourage informal learning, leadership development and community capacity building.
MAIN TASKS
The main duties and responsibilities of the post are as follows:
Volunteer Development
1. To promote and develop volunteering in partnership with local organisations and help to build a buoyant local volunteering culture where all people are inspired to volunteer.

2. Provide information, guidance, and support to potential volunteers on a one-to-one basis, identifying opportunities and matching individuals.

3. Support and assist third sector organisations to develop good practice in volunteer management in line with national and local standards and facilitate volunteer management and volunteer skills training.

Third Sector Support
4. Provide guidance and support to established organisations and start-ups through 1:1 support, group sessions and training.

5. Support and assist third sector organisations in the development of appropriate policies, practices, and procedures in line with national and local standards.

6. Support the development of suitable governance structures and constitutions for local third sector organisations and community groups.

7. Assist third sector organisations and community groups to identify appropriate sources of funding and to develop funding strategies.

Third Sector Development

8. Identify and promote opportunities to develop new third sector organisations and social enterprise.

9. To support and develop third sector networks and forums.

10. Identify and promote opportunities for third sector organisations to engage in collaborative working. 

11. Identify and promote funding initiatives and opportunities.

12. Build community assets and opportunities.

13. Design, support and deliver a range of training and workshops to increase the capacity, skills, and knowledge of the third sector workforce.

14. Work in partnership with our local statutory partners such as East Lothian Council and NHS Lothian.

15. Organise and promote Funder’s Fairs and funding surgeries.

General

16. Maintain accurate and up to date records using the MILO/EPI database.

17. Maintain and uphold Volunteer Centre East Lothian’s commitment to best practice and equal opportunities.

18. Maintain and uphold the reputation, vision, mission and values of Volunteer Centre East Lothian at all times. 

19. Carry out any other reasonable duties as identified by the Management Team and the Board of Directors.

MANAGEMENT
The post will:
· Office based, but will involve travel to other areas of East Lothian
· Work closely with all other Volunteer Centre East Lothian Projects
· Be managed by the Locality Lead
· Offer support, supervision, professional and personal development and appraisal. 
· Comply with Volunteer Centre East Lothian policies and procedures, with specific reference to Health and Safety and Child Protection

TRAINING
An induction programme will be provided on commencing employment.  Additional training relevant to the role will also be offered, based on individual training and development needs.




HOURS OF WORK
Contracted hours per week will be 28 hours.
Evening and weekend work will be required from time to time. Time worked more than contracted hours is rewarded with time off in lieu.
HOLIDAY ENTITLEMENT (PRO-RATA)
28 days paid leave per year plus 6 public holidays. 

TRANSPORT 
Reimbursement will be made for expenses incurred on business travel. Allowance for car usage will be paid at 45p per mile. There is no assisted car purchase or leasing scheme.
Volunteer Centre East Lothian operates the Government’s Green Transport Plan through the Evans Cycles’ Ride2Work scheme. This offers savings of up to 50% on the cost of a new bicycle (to the value of £1,000). Employees can benefit from this scheme once every three years after an initial qualifying period of 6 months.

OUR VISION, MISSION & VALUES

Our Vision – A strong and sustainable third sector that can make lasting change to the health, wellbeing and community life of the people in East Lothian

Our Mission – To inspire and support people and organisations to develop and become active members in their community.

Our Values

WE WILL WORK IN AN OPEN AND HONEST WAY WITH ALL OUR PARTNERS
WE WILL WORK WITH INTEGRITY AND TRUST
WE WILL ASPIRE TO CREATE DYNAMIC, FORWARD THINKING CARING COMMUNITIES
WE WILL BE PASSIONATE AND INCLUSIVE ABOUT WHAT WE DO
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