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MALDON & DISTRICT COMMUNITY VOLUNTARY SERVICE

Communities Projects Officer

Job Description


Job Title: 			Community Projects Officer
Responsible to: 		Operations Manager 
Place of Work: 		Princes Road, Maldon, CM9 5DL
Salary: 		£28,282 per annum pro rata (£9,173-£11,466 actual)

Hours: 			12-15 hours per week 

Purpose of Post: 
The Community Projects Officer will support with the delivery of projects and activities that further the mission of Maldon and District CVS to create thriving, connected and healthy communities. This support will include working in partnership with members of the community and working across sectors to offer opportunities for physical activity and health, digital inclusion, mental wellbeing, peer support and crisis response.

As part of the projects team the role will involve organising and promoting activities, undertaking administration tasks and supporting and encouraging individuals to connect with services and activities.

Note: This role is part of a team however the post holder may be tasked with leading on particular areas of project delivery depending on their strengths and interests.

Main Duties 
1. Support thriving communities throughout the Maldon District
· As part of the Projects team work to create opportunities for thriving communities where residents are connected to each other and to services. 

· To work flexibly within the team against a range of defined areas of need to impact against specific priorities including but not limited to:
· reducing social isolation
· responding to the cost-of-living crisis 
· improving mental wellbeing
· increasing digital inclusion
· youth support projects 

· Recruit volunteers to support project delivery following MDCVS safer recruitment processes and ensuring volunteers are supported and have appropriate training in place for their roles. 

· Organise and run events that promote engagement with MDCVS projects and support project delivery. 

· Support with referrals received for crisis and emergency response and facilitate appropriate support and resources for individuals and families in need

· To provide ongoing support to individuals and families in need through community based social prescribing and ongoing referrals

· Be a central point to support with complex needs and issues as they are identified in the community, signpost on to existing services and facilitate appropriate support

· Work closely with key stakeholders and community partners to support the ongoing delivery and development of existing and new community projects.   

· To drive the small MDCVS van to project locations as needed. 


2. Keep accurate monitoring records of the projects activity and impact 
· Ensure contact details of beneficiaries are recorded and retained in line with data protection requirements 
· Ensure monitoring information relating to key outcomes are recorded and available to populate reports as required by funders and MDCVS

3. Adhere to MDCVS policies and procedures and organisational quality standards

· Ensure that activities are accessible and conducted in a non-discriminatory way in accordance with MDCVS’s Equal Opportunities policy.
· Ensure that work is managed in accordance with the relevant health and safety, confidentiality and data protection policies
· Ensure the maintenance of confidentiality in respect of clients and all matters relating to the services of the Charity.
· Recommend ideas for improvement or development in order to deliver an enhanced service.

 Undertake other reasonable duties as may be required
Note: This job description is subject to change (with reasonable notice) when appropriate and with prior consultation with the post holder.
Person Specification

Candidates must explain and demonstrate in the application form how and why their previous experience, skills, abilities and knowledge meet the essential requirements of this post. Applications that fail to demonstrate this will not be considered.

	
	
	Essential
	Desirable

	1
	Proficiency in office information technology applications including Excel, Word, Outlook and cloud-based systems
	
	

	2
	Strong interpersonal skills and the ability to support and encourage others
	
	

	3
	Experience of supporting people in crisis with a non- judgmental and solution focused approach
	
	

	4
	Good communication skills including the ability to communicate by phone, face-to-face and in writing
	
	

	5
	Trustworthiness and respect for the organisation’s need for confidentiality and an understanding of data protection principles
	
	

	6
	Experience of working with volunteers
	
	

	7
	A flexible approach to work and ability to work on own initiative
	
	

	8
	A demonstrable commitment to constructive team working
	
	

	9
	Understanding of the importance of record keeping and monitoring and experience of writing reports
	
	

	10
	Full UK Manual Driving license and able to drive a small sized van
	
	

	11
	Demonstrate an ability and understanding of working within an equal opportunities framework
	
	

	12
	Understanding of the Asset based approach to community development and commitment building community capacity
	
	

	13
	Awareness of key public health issues such as social isolation, physical activity levels, ageing well and mental health
	
	

	14
	Knowledge of the Maldon District, it’s demography and the resulting challenges and opportunities
	
	

	15
	Flexibility to cover for other staff members in the event of sickness/holiday.
	
	

	16
	The capacity to attend occasional evening or weekend commitments
	
	



Note: This post is may be subject to a DBS check depending on the specific activities being carried out. 
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