LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Community Development Officer


	Grade:
	PO3

	Reports to 

(Designation):
	Community Engagement Manager or Third Sector Manager (as allocated)

	Grade:
	PO6

	Directorate:
	Community Services
	Section:
	Community Development


___________________________________________________________________
Main Purpose of the job: 

To provide a lead point of contact for opportunities for community and/or cultural development within Lewisham that provide positive outcomes for local residents.  This will include providing specialist support across specific subject areas, geographical locations or areas of interest.

To act as lead officer for the relationship with a number of key community and/or cultural organisations and/or to coordinate local ward community engagement.
___________________________________________________________________
PERSONAL DUTIES

1. Provide the primary Council Officer representation at a range of Community Development Forums providing high level advice on Council policies, procedures and priorities.

2.  Lead the development of local ward community engagement including developing the approach to the allocation of Neighbourhood Community Infrastructure Levy (NCIL). This will include providing technical advice and support across a range of areas using significant amounts of discretion and taking accountability for the development of projects.
3. Providing high level advice and guidance to elected members during high pressure community meetings, often without management support.
4. Ensuring good communications with key stakeholders within lead area building relationships within sectors, developing partnership and collaboration.
5. Provide a creative and innovative approach to the delivery of the local ward community engagement programme in local areas ensuring that this is assets based, making the most of existing infrastructure and services. 
6. Provide an ongoing focal point for local ward community engagement, supporting the ward councillor to fulfil their leadership role and assisting the coordinating group members and other partners to build their capacity to participate in the work of the assembly and community engagement generally.  

7. To be responsible for the council’s relationship with a number of funded third sector organisations, appraising grant applications, making recommendations, monitoring the organisation’s performance and compliance with grant aid and relevant legislation.
8. Provide a link between voluntary/cultural organisations and the wider work of the Division, Directorate and Council.  Supporting organisations to benefit from opportunities and engage with partnership initiatives as appropriate. Managing difficult relationships or conflict as required.
9. To act as lead officer for Premises Management Organisations as required, undertaking an annual monitoring visit.
10. Effectively use information technology to support the delivery of your role including the use of social media.

11. Ensure the timely collection and reporting of data to contribute to the unit’s performance management framework. 

12. Attend relevant committees, working parties and other forums as directed and advise on matters relating to cultural/community development issues.
13. To work flexibly, including evening and weekends.
14. To adhere to council health and safety policies and procedures, undertake relevant training, carry out risk assessments and report near misses and health and safety incidents to ensure the safety of staff and service users.
Internal contacts: These include officers from all Directorates, Ward Members, Cabinet Members, Mayor.

External contacts:  These include Police, CCG, voluntary/cultural sector, residents, national or regional bodies. 

To carry out the duties of the post with due regard to the Council’s Equal Opportunities Policy and core values.

All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.

Assist in carrying out the Council's environmental policy within the day to day activities of the post.

Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to restructuring the duties of this post for a disabled postholder

This job description may need to be amended by the Directorate to meet the changing needs of the service

___________________________________________________________________
Grade and numbers of immediate subordinates      0

___________________________________________________________________
Number of staff supervised by this Officer 
0

Date: May 2019
PERSON SPECIFICATION
JOB TITLE:
Community Development Officer
POST NO:
DEPARTMENT:
 Community Services


GRADE: PO3
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equal Opportunities
Commitment to implement the Council’s Equal Opportunities policies.

Awareness of Equal Opportunities issues.






S

Knowledge

Knowledge of voluntary sector structures, issues and working practices


S

An understanding of the mechanisms and tools for community engagement

S

Knowledge of cultural and/or community development practice
Knowledge of a range of areas across the council in order to give specific advice

S

Aptitude

Ability to engage with, enthuse and inspire a diverse range of individuals and organisations.

Ability to prioritise competing demands and achieve an agreed programme of work.

Ability to generate innovative/creative ideas and effective solutions.

Ability to work in a team and combine personal effectiveness with contributing to the delivery of the team.

Ability to manage difficult relationships and conflict.

Skills

Excellent communication and influencing skills

Strong organisational and planning skills

Experience

Experience of working in partnership with others to deliver results

.

S

Experience of providing high quality customer focussed services to diverse communities. S

Track record of planning and delivering cultural and/or community development activities S
Experience of monitoring funded groups






S
General Education

Strong numeracy and literacy skills.

Personal Qualities

Calm and Professional.

Approachable and understanding of diverse needs.

Responsive and customer focussed.

Facilitator and motivator.

Circumstances

Must be able to work flexibly to meet the demands of the job, including out of hours working at evenings and weekends.

Physical 

Generally candidates must meet standard Lewisham requirements for the post. 

