[image: image1.png]{é COMMUNITY
FUND



[image: image2.png]


[image: image3.jpg]\0 Dorset
Dorset _






Dorset Community Action

	Job Description


	1.    Identification of Job


Job Title:

Project Officer – B4L Co-ordinator
Hours:


25 Hours Per Week
Location:


Littlemoor Community Centre, Dorset
Salary:


£18,524 (Pro Rata £12,349)
Accountable To:

 
OPERATIONS MANAGER (DCA)
Dorset Community Action (DCA) has supported community groups since 1997 as a charity providing a range of project management, business support and training services for VCSE organisations across Dorset.  We aim to deliver our vision as a County wide organisation delivering quality services that deliver measurable outcomes and value for the VCSE sector.  

This is an exciting opportunity to support the administration and delivery of the ‘Big 4 Littlemoor’ Big Local funded Project.
Having secured a £1 million grant through the National Lottery Big Local initiative, the ‘Big4 Littlemoor’ project is seeking to recruit a passionate administrator to administer the financial transactions of the project and support the delivery of community initiatives in Littlemoor as part of a 10 year plan to build confidence amongst residents of Littlemoor in order to create a more positive and involved community where people thrive.


	2.    Overall Purpose of Job


· To undertake a range of activities supporting the Big4Littlemoor Partnership in respect of day to day administration and financial recording and implementation of the Big4 Littlemoor plan.

· To undertake the day to day co-ordination duties and prepare documentation, to support the B4L Partnership.

· To become a regular face that people come to know and trust, both local residents, outside agencies and partners.

· To undertake a range of activities supporting the Big4 Littlemoor partnership in respect of day to day activities
	3. Duties


SECRETARIAL
· To undertake a range of secretarial activities supporting the Big4Littlemoor partnership in respect of day to day activities.

· To work with the Chair of Big4Littlemoor to prepare agendas, take and distribute minutes and arrange and convene meetings.
· Identify and arrange partnership training as required.
· Support the preparation and submission of returns and reviews to Big Local.
· Co-ordinate monthly partnership meetings and quarterly reviews
· Support the partnership with the gathering of information for the Big4Littlemoor Plan and submission to Big Local.
· Develop and continually review policies and procedures for the Partnership and ensure they are efficiently implemented.
KEY AREA: FUNDRAISING

· To assist the team leaders in identifying opportunities and making appropriate applications for match funding where possible.

· To assist the team leaders to seek funds from various sources for the benefit of Big4 Littlemoor

KEY AREA: DELIVERING RESULTS 
· Produce a range of accurate and timely work. 

· To support the Partnership Officers, Team Leaders and Members in the delivery of the Big4Littlemoor 10 Year plan budgets.

· Support and facilitate the delivery of services/projects, within budget, using initiative and joint action to achieve the result. 

· Liaise with the other ‘Project B4L Officers – Administrator and Helping Hands’ frequently to ensure joint working and avoid duplication of efforts.

· Monitor and record own and service output, against performance targets, Big 4 Littlemoor Plan and, take corrective action and/or inform Operations Manager (DCA) as required. 

· Support the financial administrative processes to contribute to the Partnerships delivery of the Big4Littlemoor Plan

· Maintain relationships with own staff and/or others for the most effective achievement of business requirements. 

· Networking with other agencies to assist the Partnership and representing the Big4 Littlemoor Partnership at events to promote and support a community development approach to collaborative and cross-sectional working.

· Oversea media and external communications for B4L.
· Identify training gaps within the Partnership and facilitate training.
KEY AREA: MANAGING RESULTS 

· Utilising resources effectively

· Work to the agreed workload plan to ensure that all duties are performed to agreed targets and timescales. 

· To provide daily and weekly operational information to appropriate parties, monitoring and recording the outcomes of any financial commitments.

· Make most effective use of available time. 

· Ensure own knowledge and skills are current and up-to-date. 

· Facilitate the sharing of knowledge. 

· Make best use of IT. 

KEY AREA: MANAGING PROCESSES 

· To record and handle incoming and outgoing team communications (calls, email, letters etc.) and be the initial point of contact for enquiries and information relating to Big4 Littlemoor Plan

· To follow-up enquiries raised resolving them at first point of contact where possible or escalating them as necessary

· Ensuring high standards, best practice and business improvement 

· Work within a range of defined procedures and processes covering service delivery, resource and relationship management. 

· Interpret and adapt procedures to achieve service delivery. 

· Establish and maintain computerised and manual information systems to support service delivery. 

· To assist the other B4L Project Officers as and when required and liaise the LTO (DCA).
· To support community learning from shared experience of the Big4 Partnership and other Big Local Groups.

KEY AREA: VOLUNTEER MANAGEMENT

· Where appropriate identify, develop and recruit volunteers in accordance with Trust procedures.

· Provide support, direction and training to volunteers.

KEY AREA: SAFEGUARDING CHILDREN & VULNERABLE ADULTS 
Dorset Community Action is committed to safeguarding a promoting the welfare of children and vulnerable adults.  It is the responsibility of each employee to familiarise themselves and comply with the organisation’s procedures and systems on safeguarding children and vulnerable adults. 
Primary responsibilities are:

· To adhere to the Safeguarding Children & Vulnerable Adults Policy and Procedures.
· To adhere to the Safer Recruitment & Selection Policy & Procedure.
· To report any safeguarding incidents or concerns immediately to your Designated Safeguarding Officer or Lead Designated Safeguarding Officer.
· To complete any Safeguarding Awareness training as required.
· If required for your post, undertake an enhanced DBS check and maintain annual membership through the update service.

KEY AREA:  QUALITY 

· Focuses on customer satisfaction and delivers a quality service to the agreed standards

KEY AREA: HEALTH & SAFETY  
Dorset Community Action is committed to ensuring the health, safety and welfare of its employees and it will, so far as is reasonably practicable, establish procedures and systems necessary to implement this commitment and to comply with its statutory obligations on health and safety.  It is the responsibility of each employee to familiarise themselves and comply with the organisation’s procedures and systems on health and safety. 
Primary responsibilities are:

· To report all Health & Safety occurrences including potential hazards to line manager
· To comply with Dorset Community Action’s Health & Safety Policy & Regulations
· To carry out routine checks on vehicles, equipment and machinery and report any defects to line manager
· Use, store and maintain tools and equipment in line with Health & Safety best practice
	4.    Responsibilities to DCA


· TEAM WORKING - To work as part of DCA team across the county abiding by our team standards to ensure consistency of service.

· ADMINISTRATION - To be predominantly self-administering and carry out own filing, typing, monitoring and file and email management.

· POLICIES - To abide by all DCA policies and values.

· TRAINING - To take part in quarterly staff meetings and training organised by/for DCA staff.  To undertake personal training and development as agreed with your line manager.

· EQUAL OPPORTUNTIES - Dorset Community Action has an Equal Opportunities Policy and all employees have a responsibility for the successful operation of the Policy.  
· OTHER DUTIES - Undertake any other duties commensurate with post, as agreed with the line manager, including evening and weekend work on occasion.
Person Specification

	Education and Qualifications


	Essential
	Desirable

	GCSE Grade C or above in Maths and English or equivalent qualification
	        (
	

	Qualification in Information and Technology
	
	      (

	Skills & Experience


	
	

	Proven Experience in using Social Media

	        (
	

	Proven work experience in providing administrative support to a busy office and the proficient use of Office 2010 packages

	        (
	

	Demonstrate experience of developing strategic partnerships and networks (including public, private and voluntary sectors) 
	(
	

	Experience of producing successful complex funding bids
	         
	(

	Proven experience of effective work management practice including time management, prioritisation of work and work planning
	(
	

	Proven experience of the co-ordination of community-based projects and working with local community groups 
	(
	

	Knowledge
	Essential
	Desirable

	Knowledge of the local area, geography and key organisations.
	
	(

	Extensive knowledge of the third / voluntary sector in respect of community interaction, regeneration, training and skills.

	(
	

	Knowledge of and an interest in community development.
	(
	

	Other Skills and Qualifications
	Essential
	Desirable

	Excellent communication and presentation skills, both written and verbal to be able to communicate with a wide variety of customer groups both internally and externally
	(
	

	Ability to manage workloads and competing priorities in a completely deadline orientated environment
	(
	

	The ability to develop strategic partnerships and network 
	(
	

	Demonstrate a commitment to and understanding of the principles of equal opportunities in both employment and service delivery
	(
	

	A proven ability to think creatively, problem-solve and work on own initiative with minimal supervision
	(
	

	Strategic thinker who can identify opportunities and plan to maximise them 
	
	(

	Special Requirements

	Essential
	Desirable

	Able to work outside of normal working hours i.e. attendance at occasional evening and weekend events.  DCA has a Time Off In Lieu system in place.
	(
	

	Full UK driving licence with access to a vehicle.
	(
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