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JOB DESCRIPTION

Department/Division: 
Birmingham Community

Job Title: 


Community Coordinator / Project Officer– Fixed Term
Location: 


Birmingham 
Grade:



5
Accountable to : 

Project Manager
Overall Purpose of the Job

· To be responsible for day-to-day delivery of the Community Service, to develop a range of activities and events based on the group’s interests.

· To be responsible for promoting, planning and monitoring activities

· Increase awareness of community experiences of health inequalities.

· Ensure D/HoH people’s voices are heard around strategy/policy development through the delivery of our awareness sessions and training for professionals.
· To coordinate and supervise volunteers.
Principal Accountabilities

1. To set up and facilitate health and wellbeing sessions including men’s and women’s health groups, sporting activities. To source organisations to run these groups at the Deaf Cultural Centre as well as at external venues.

2. To run the Community Day, Community evening and 4 Community events per year at the Deaf Cultural Centre. Planning activities and working in partnership with other organisations and staff from the Signing Tree.

3. To lead and develop the Deep Engagement Partners (DEP) project.

4. Attend meetings with commissioners, partners or project funders and work alongside the Project Manager to contribute to reports.

5. To set up and deliver 4 focus groups per year, with topics chosen by BID/BCC focusing on health inequalities/solutions.

6. To develop activities and programmes for the Life Skills group, giving them a variety of activities and events in which they can participate.
7. To supervise the staff and volunteers who support the Community Groups including the Life Skills activities, offer mentoring, support and facilitate regular supervisions and meetings with staff and volunteers.

8. Work with the Project Manager to work to within agreed budgets to deliver activities and ensure receipts, invoices etc are processed for payment.
9. To consult with members of the Community and Life Skills group to establish their interests.
10. To support members (walking and pushing wheelchairs) into the building from outside (Ring and Ride, Taxis etc.).

11. To assist in ordering food for members at the café/hall if requested.

12. To carry hot drinks/meals to the tables from the café/hall if requested.
Related to social groups:

1. Lead the delivery of social groups across Birmingham, supporting the community in coproducing local groups. Supervise the Relief Community Worker who runs the weekly activities.

2. Supervise the Relief Community Worker in organising and delivering various activities at the social groups. This may include booking external providers to deliver activities or organising day trips.

3. Occasionally disseminate information from the local authority or other organisation to the community. This may include organising topic specific speakers, sharing of information or consulting attendees of the social groups to gather feedback.

4. To report any concerns about the group or members to the relevant line manager. e.g. safeguarding issues
Related to Deep Engagement Partners (DEP) project:

1. Support BCC to embed public participation themes (converse/inform/consult/involve/collaborate/empower), using tried and tested engagement/dissemination approaches.
2. Use asset-based community development approaches, including reviewing/mapping assets, to build relationships/local skills/knowledge, ensure activities are co-produced, and individuals/communities are mobilized.

3. Dissemination of Public Health (PH) messages to Deaf/HoH people through existing BID provisions, including BASS/BSS/Community Day/Social groups based across the city

4. Community Coordinator and Project Manager to attend BCC Council meetings/forums to promote project work.

5. Undertake training such as Community Leadership Training eLearning modules.

6. Deliver 4 cultural competency training/awareness sessions piloting Cultural Intelligence Framework (CIF).

7. Identify/create/continue to share resources to develop and understanding of the community for the CIF (Public Health) library.

8. Support the academic partners by completing quarterly highlight/annual summary reports: findings from forums/HIP, outputs/outcomes/attendance stats/demographic metrics; Further gaps identified in Deaf/HoHCHP, where gaps/health inequalities weren’t identified.
General:

1. Undertake general administration relevant to the Community, Life Skills and Erdington and Solihull social groups.

2. Prepare, print, email, scan and store service-related documents and to maintain electronic filing systems, adhering to data protection and confidentiality.

3. Aid the Project Manager in maintaining accurate records on various systems.

4. Improve skills and knowledge by participating in personal development, attending appropriate training courses and attending regular supervision as requested by the Project Manager.
5. Promote the organisation and services in a positive manner and work in accordance with the BID mission statement and core values: Caring – Trusted – Professional - Empowering - Supportive 
6. Work in accordance with BID’s Equality, Diversity and Inclusion Policy and have a willingness to promote the policy within all aspects of work

7. Work in accordance with other organisational policies with emphasis on adhering to BID’s Safeguarding procedures, Health and Safety policy including risk assessment and risk management practices, and Information Security/GDPR.

8. Be committed to the organisations environmental standards to minimise damage to the environment and work towards achieving good sustainable practices.
9. Undertake any other duties as may be required within the scope of the post and participate as necessary in corporate initiatives and projects.
Confirmation of Agreement

I have read, understood and agree, to the above terms and conditions of my job description. 

Employee’s Signature: ___________________________   Date: ________________
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PERSON SPECIFICATION FORM

Department/Division:
Community /Volunteering 
Role/Job Title:

Community Coordinator / Project Officer




Method of assessment : ‘AF’ = application form, ‘I’ = interview, ‘T’ = test, ‘P’ = presentation and ‘E’ = exercise

[standard insertions in red text – generally these should apply to all front line and management roles but may be moved to desirable where they are not relevant]

	Knowledge

	Essential
	Desirable

	AF/I
	Of people with a sensory disability (Deaf, hard of hearing, sight Impaired, or severely sight impaired , Deafblind/acquired Dual Sensory Loss)
	
	

	AF/I
	Understanding of equality, diversity and inclusion
	
	

	AF/I
	Knowledge and commitment to safeguarding and applying safeguarding procedures
	
	

	AF/I
	Knowledge and commitment to health and safety and risk assessment
	
	

	AF/I
	Knowledge and commitment to Data Protection and GDPR regulations
	
	

	AF/I
	
	
	Previous work as Project Officer or similar role, working with external partners.

	AF/I
	An understanding and awareness of contractual obligations, and the ability to record work in line with project aims.
	
	


	Skills

	Essential
	Desirable

	AF/I
	Able to identify risks and conduct risk assessments to take appropriate actions
	
	

	AF /I 
	BSL Level 3 or native 
	
	

	
	Communication skills 
	
	

	AF/I
	Excellent organisational skills and be self-motivated.
	
	

	AF/I
	Confident organizing and delivering activities
	
	


	Experience

	Essential
	Desirable

	AF/I
	Experience in working with Deaf /Hard of Hearing 
	
	

	AF/I
	Experience in delivering social groups 
	
	

	AF/I
	Experience in setting up groups 
	
	


	Personal Qualities

	Essential
	Desirable

	I
	Able to identify with and demonstrate BID’s core values in all areas of work
	
	

	I
	Flexibility to meet service needs 
	
	


	Qualifications

	Essential
	Desirable

	
	
	AF/I
	Level 3 BSL /native user 

	
	
	
	


	Circumstances

	Essential
	Desirable

	
	DBS will be required
	
	

	I
	Willingness to attend training
	
	


Originators initials / JDPS / [date]
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