
GRAVESHAM BOROUGH COUNCIL

Directorate:		Communities

Post Title:		Community Involvement Officer

Scale:			SC6/S01

Responsible to:	Customer Service & Community Involvement Manager


Job Description

This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes

Introduction

The role of the Community Involvement Officer is to act as an ambassador for the Council, supporting and developing effective relationships with key stakeholders, businesses and communities across the Borough; and to lead on co-ordination and delivery of community engagement and involvement activities. You will be working alongside one other Community Involvement Officer.

Specific Duties and Roles
Consultation and Engagement 

1. To lead council-wide consultation and engagement activities, co-ordinating activities, developing strategies, delivery systems and methods that ensure appropriate consultation and engagement work 

2. To advise on best practice approaches for consultation and engagement and support delivery, as appropriate

3. To design, develop and maintain a range of centralised community engagement resources and processes including our digital engagement platform GoVocal as well as information directories that support delivery of council-wide activities and becomes a central repository for engagement and consultation data and outputs

4. To monitor uptake and effectiveness and maintain oversight of outcomes from activities; to ensure appropriate information and updates are fed back to maintain a flow of information about outcomes and actions

5. To organise and deliver events on the community square including Armed Forces Day, Armistice, flag flying and to support a range of events across departments including the Riverside Festival, Winter Light Festival, Christmas plus other cultural and community focussed events and celebrations; as well as business and stakeholder events as required

Community Support

6. To act as the link between the Council, key stakeholders, businesses and communities and develop positive working relationships 

7. To work in partnership with those who have an interest in the community to engage and make sense of current and emerging issues that affect lives, relationships and community cohesion. 

8. To identify goals and actions for improvement and work with other partners, agencies and department to achieve improvements

9. To identify and promote community projects which will bring about active participation and promote empowerment of communities; to work with local organisations to support them in delivering activities and events that develop understanding and promote community cohesion.

10. To help communities identify where financial or in-kind support might be achieved and to provide guidance with the development of bids/requests

11. To be responsible for the management and accountability of community service level agreements and associated funding; including GBC grants and external funding such as government grants 

12. To arrange regular network meetings including community and faith & volunteer organisations. To identify joint projects and activities that help to raise awareness of the sector and develop skills and resilience. To work collectively to promote and celebrate significant dates and achievements such as National Volunteers Weeks

13. To promote and administer GBC community grant schemes and Awards

14. To administer GBC’s staff volunteering scheme and to identify suitable projects within the community

Social Value

15.  To develop and deliver appropriate systems to collate, monitor and record Social Value outputs and achievements, providing regular updates to key officers and committees as required

16. To support partners and local business in delivering and achieving their own social outcomes

17. To develop a catalogue of Social Value opportunities or requirements for Ward areas that can be used to steer investment and achievements in specific areas

18. To support the Council to achieve its own Social Value objectives and to record achievements and outputs

Performance and Reporting

19. To develop appropriate policy and processes to ensure compliance with statutory requirements, such as the Equalities Act, equalities objectives and associated work; social inclusion and community action 

20. To deliver and monitor performance against appropriate strategies and business plans; maintaining detailed action plan updates of progress

21. To prepare and present reports and updates as required to Management Team and Committees; to attend other relevant meetings including Kent networking meetings, strategic migration and local community partners 

General

To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.

To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.

A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.

The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation

The post holder will comply with Statute and Council Policy in all respects.

An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the LA
A commitment to excellent customer service and the values of the Council required for dealing with and motivating a range of personnel including colleagues, customers, members and partner organisations.

	CHARACTERISTIC
	SPECIFICATION

	
	ESSENTIAL
	DESIRABLE 

	SKILLS/ABILITIES
(Specific skills and abilities required to undertake the duties).

	1. Excellent written, verbal and interpersonal communication skills 
1. Proven negotiation and persuasion skills required to implement change
1. Proven ability to produce and present information in a range of formats – presentations, reports.
1. Excellent working knowledge of IT packages including Word, Excel, Powerpoint and Outlook 
1. Proven analysis and evaluation skills 
1. Proven facilitation skills
	1. Additional languages
1. Funding/bid writing experience

	KNOWLEDGE
(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations).

	· Knowledge of the services delivered by the Council
· Good working knowledge of the Equalities Act 2010 



	· Good demonstrable knowledge of the Council, it’s aims, values, priorities



	QUALIFICATION TRAINING
(Education/vocational qualifications and other training).
 
	· English language
· Report writing skills
	

	EXPERIENCE
(Level and type of previous experience)


	1. Proven experience of working with others to deliver projects and/or events
1. Proven ability to develop, improve and promote changes 
1. Proven experience of preparing and presenting reports and information in a variety of formats
1. Proven experience of budget setting, business planning and funding bids

1. Proven experience in a similar role within the public sector
	1. Proven experience of leading & motivating a wide range of individuals in order to deliver projects and events

	QUALITIES
(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)
 
	1. Excellent team player, with enthusiasm for change and development.
· Able to adapt quickly to demands and readily accepts changing situations.
· Able to work on own initiative to resolve issues.
· Forward thinking, ‘can do’ attitude with a desire to make a difference
· Flexible
· Customer focused
· Enthusiastic and motivational
	

	SPECIAL CONDITIONS (e.g. willingness to work unsociable hours or wear a uniform)
	· Requirement to working within the community to deliver specific project work
· Some evening meetings and evening and weekend working
· Driving licence and use of car
	




