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JOB DESCRIPTION

Department/Division: 
Operations

Job Title: 


Supporting Community Development Worker (Yardley NNS)
Location: 


Birmingham
Grade: 


4
Accountable to: 

Senior Community Development Worker (External Project Lead)
                              

Project Manager (Internal Supervisory Support)
Overall Purpose of the Job

This post is a key role within the Yardley Neighbourhood Network Scheme (NNS), which DRC is lead facilitator. The post holder will work with local grass roots organisations and community assets to support the team to reach its vision for asset mapping and capacity building and strengthening communities.
Reporting to the Senior Community Development worker with mentoring support from the Service manager, the post holder will:-

· Assist the team with identifying and mapping individuals’ groups and organisations which can be considered as community assets. Keeping them informed and up to date with Yardley YNNS information and advice and opportunities.

· Developing and maintaining contacts, links and relationships between local social work teams and community assets.

· Providing administrative support to engage community assets as well as relevant partners to help maintain and sustain current activities and community offers.

Principal Accountabilities

· To Identify and map individuals, groups and organisations which can be considered as “community assets” across the Constituency’s neighbourhoods.

· To support the team in maintaining a monthly “community asset” register for the locality for sharing with practitioners, funders, citywide digital directories and maps.

· To engage “community assets” in the locality neighbourhood network scheme and broker contact, links and relationships with citizens, social workers, GPs and other practitioners

· To be a point of contact for the Neighbourhood Network Scheme providing Constituency advice, guidance and signposting for:

· Citizens, community groups and organisations

· Social work locality teams

· Other stakeholders interested in the Constituency and/or prevention

· To identify gaps in the community offer, which is relevant to the ideas and issues being raised through social work conversations

· To provide administrative support to the steering group, the working group and grants panel.

· To collate local intelligence through focus groups and engagement activities regarding the needs of organisations and people within the community.

· To assist in collating internal intelligence to provide to commissioners and service reports.

· Assist the team in working on an engagement plan, providing administrative support and monitoring intelligence to demonstrate the effectiveness of coms and marketing.

Improve skills and knowledge by participating in personal development, attending appropriate training courses and attending regular supervision as requested by the  line manager.
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. 
Work in accordance with BID’s Equality, Diversity and Inclusion Policy and have a willingness to promote the policy within all aspects of work.
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.

Be committed to the organisations environmental standards to minimise damage to the environment and work towards achieving good sustainable practices.
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: ________________

EMPLOYEE PERSON SPECIFICATION TEMPLATE – APPENDIX 2
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PERSON SPECIFICATION FORM

Department/Division: Community 
Role/Job Title: Supporting Community Development Worker (Yardley NNS)






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
	Knowledge of grants and application processes

	AF/I
	Understanding of equality, diversity and inclusion
	
	Awareness and understanding of disability issues.

	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
	
	

	Skills

	Essential
	Desirable

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

	AF/I
	Excellent working knowledge of IT
	
	

	AF/I
	Knowledge of and ability to make on-line applications including the use of on-line tendering portals.
	
	

	AF/I
	Good attention to detail.
	
	

	AF/I
	Ability to use initiative and be proactive
	
	

	AF/I
	Good interpersonal skills.
	
	

	AF/I
	Ability to network and represent DRC at events
	
	

	AF/I
	Excellent prioritising, time management, planning and organisational skills.
	
	

	AF/I
	Awareness and understanding of equal opportunities.
	
	

	Experience

	Essential
	Desirable

	AF/I
	Working within a community led organisation
	
	

	AF/I
	Experience of working with grass root and community organisations.
	
	

	AF/I
	Working with volunteers or community assets.
	
	

	AF/I
	Knowledge of Yardley constituency
	
	

	AF/I
	Working with disabled people and or people over the age of 50.
	
	

	AF/I
	Providing administrative support and minute taking.
	
	

	AF/I
	Experience of using monitoring and evaluations systems
	
	

	AF/I
	Experience of contributing to report writing.
	
	

	AF/I
	Experience of using Microsoft packages including but not limited to Office, word, excel, PowerPoint and publisher
	
	

	Personal Qualities

	Essential
	Desirable

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

	
	
	
	

	Qualifications

	Essential
	Desirable

	AFI
	A level or equivalent. Level 2 in Information advice and guidance or willingness to work towards within 6 months of starting.
	AFI
	Level three Information Technology

	
	
	AFI
	Experience of local grants and their funding process

	Circumstances

	Essential
	Desirable

	
	DBS will be required
	
	

	I
	Willingness to attend training
	
	


DRC Competency Framework

	Competency Header 


	Required Level

	Core competencies:
	

	Communication 
	3

	Team working 
	3

	Planning & organising 
	2

	Delivering business results 
	2

	Managing change 
	2

	Using technology 
	3

	Mandatory additional competencies (if required):


	

	Persuading and influencing 
	2

	Partnership working 
	2
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