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JOB DESCRIPTION
	JOB TITLE
	Development Officer (General/Specialist)

	TEAM
	VCSE Support

	REPORTS TO
	Head of VCSE Support

	POSTHOLDER
	Carole Roberts

	LOCATION
	Office based, working across North Yorkshire with options for some home working in line with business need. Minimum one day a week in our office at Askham Bryan

	SALARY SCALE
	NJC Scale 20 (£32,597 pro rata (£26,077.60)

	WORKING HOURS
	28 hours a week 
Permanent

	JOB PURPOSE

	Our small, friendly team of Community Support Development Officers works hard to support a wide range of voluntary, community and social enterprise groups (VCSEs) across North Yorkshire.
This role involves providing one-to-one support, facilitating training sessions and network meetings and developing resources. All delivered both in person across North Yorkshire and virtually.
The advice and support offered is broad; including starting and running a community organisation, governance, funding and finance, marketing and social media, safeguarding and data protection, business planning, recruiting and managing volunteers, community asset management and community engagement.



	MAIN RESPONSIBILITIES

	1. To respond proactively to requests from VCSE groups across North Yorkshire looking for information, advice and development support. 
2. To support the design, delivery and evaluation of training sessions and to facilitate peer network meetings.
3. To understand and evidence the development needs of VCSE groups to help them identify development needs and create achievable action plans.
4. To work with key partners, such as North Yorkshire Council, as part of the wider system of support to help the VCSE sector to become even more effective at all levels.
5. To measure the impact of advice, interventions and action plans when working with community groups to report on activities and outcomes.
6. To gather intelligence on unmet community and VCSE group needs, rural issues, emerging trends and changing VCSE or rural support priorities, and to record and respond appropriately.
7. To identify and proactively support activities to promote the Community Support North Yorkshire service. This may include attending events, media work, using social media and proactively researching and contacting groups to offer group support.
8. To identify and develop materials, including case studies, to promote learning and enable groups to develop knowledge and skills to operate effectively and with good practice, for inclusion on the Community First Yorkshire websites. 
9. To perform and ensure the discharge of reporting and administrative duties relevant to the post, (including some budget control, record keeping and health and safety).
10. To be aware of, and implement, the health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 
11. To promote equity, inclusion and diversity throughout all aspects of Community First Yorkshire’s work. 
12. To undertake other duties which may, from time to time, be necessary to further the work of Community First Yorkshire.

	QUALIFICATIONS

	Essential 
Excellent literacy and numeracy skills.
Desirable
A qualification or equivalent experience in community development, voluntary sector management, rural studies, learning & development, information, advice and guidance or similar.  

	KNOWLEDGE, SKILLS AND EXPERIENCE

	Essential
	Assessment

	Experience of working/volunteering for Voluntary, Community or Social Enterprise (VCSE) organisations
	Application form/interview

	Sound knowledge of charity governance, good practice and procedures.
	Application form/interview

	Experience of developing, delivering and evaluating training courses, networks or workshops in community settings
	Application form/interview

	Ability to form and maintain appropriate relationships with VCSE organisations, communities, public sector employees and other stakeholders
	Application form/interview


	Confidence and ability to coach and facilitate the development of skills, knowledge and confidence in individuals and groups
	Application form/interview

	Ability to manage own priorities and workload to agreed deadlines, budget and quality standards
	Application form/interview

	7.	Reliable, flexible and positive member of the team
	Application form/interview

	1. Diplomatic, articulate and enthusiastic approach with good verbal and written communication skills.
	Application form/interview

	1. Understanding of the local, regional and national VCSE sector
	Application form/interview

	1. Good general IT skills (Microsoft Word, Excel, using databases and social media)
	Application form

	DESIRABLE
	

	Knowledge of community buildings and hubs, community led planning or community asset transfers
	Application form/interview

	Specialist community development knowledge in a key area: such as funding, finance, governance, support for volunteering or safeguarding.
	Application form/interview

	Experience of working with databases and customer relationship management systems
	Application form

	Experience of working with diverse communities and delivery of inclusive practice
	Application form/interview

	Knowledge of alternative business models, including community wealth building and social action
	Application form/interview

	Experience of being a charity trustee or director of a non-profit organisation
	Application form 

	
	

	OTHER

	The willingness and ability to travel across North Yorkshire is essential for this role.
The ability to work flexibly, including attended evening and weekend meetings as required is essential.
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