Hastings Borough Council
Job Description

Job Title

[bookmark: _Hlk115180205]Pride In Place Project Officer - Apprentice
Directorate Regeneration & Culture 
HBC Grade
Apprentice Grade - £25,223
Reports to: Pride in Place Programme Manager 
Location
Muriel Matter House/hybrid, Hastings (travel to work area) based
Purpose of the job and main responsibilities 

Supporting the work of the Hastings Neighbourhood Board to develop and implement the Pride in Place Programme.

Main Responsibilities

1. The apprentice will assist the Pride in Place Programme Manager, responsible for overseeing the development and delivery of the Pride in Place Programme, working with the Hastings Neighbourhood Board.

2. Support community development activities and commission / monitor progress of projects as they are agreed.  

3. The plan has a strong focus on young people so significant engagement will be with schools, colleges and employers of young people in the town. 

4. The fund available for Pride in Place is expected to total £20m and released over a ten-year period. 

5. The projects funded through the programme will cover the whole of Hastings with a focus on the most disadvantaged areas of Hastings.  

6. The apprentice will be required to actively engage with local people, voluntary groups, schools, colleges and employers, plan and attend meetings, take notes and distribute as required. They may also be asked to speak on the programme and brief colleagues as required.

7. To reach a good level of knowledge and understanding of the Council’s policies and programmes and any related activities. 

8. Providing timely information and conducting research when required.

9. Maintaining a good working relationship with Officers.

10. Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.

11. Ensure that all duties and services provided are in accordance with the Council’s
Equalities and Diversity policies and procedures.

12. To comply with individual responsibilities, in accordance with work role for health
and safety in the workplace.

13. Undertake such other duties and tasks appropriate to the grade and character of
work such as changes in information systems and new technology as may
reasonably be required.  Therefore, the above list of key result areas in this job 
description should not be regarded as exclusive or exhaustive.

14. The key result areas to this post are set out in this job description.  It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes.  Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.

Hastings Borough Council
Person Specification
Job Title

Pride In Place Project Officer - Apprentice
Directorate
Regeneration & Culture

Grade Apprentice - £25,223
Essential Requirements
Qualification
Educated to GCSE level or equivalent experience
Experience

General work experiences
Experiences of volunteering
Specific interest or past experience of working or volunteering with people and communities in Hastings is highly desired. 
Knowledge
Knowledge of issues and barriers to work and education in Hastings including for young people
Knowledge of Hastings communities, their assets and challenges 
Understanding of the needs of employers
Personal Aptitude and Skills
Able to maintain working relationships at an internal and external level
Good interpersonal and communication skills
Highly motivated and willing to learn 
Ability to engage and participate with colleagues and groups 
Creative thinking and ability to offer ideas
A working knowledge of standard IT packages such as Word; Excel; PowerPoint; Outlook.
Behavioural Approach
Commitment to promoting equality and diversity
Flexible
Motivated
Empathy and understanding when dealing with members of the community 
Ability to work as part of a team 
Circumstances
Able to attend some evening or weekend meetings and events

The above qualities will be assessed in the first instance on the application form and again at the interview stage if shortlisted.
Desirable Requirements
Qualification
Educated to ‘A’ Level or equivalent 
Knowledge of regeneration issues 
Experience
Experience in the field of work in community activities and initiatives.
 
Knowledge
Knowledge of current issues in Hastings, specifically in regard to barriers faced by the boroughs young people. 
Personal Aptitude and Skills
Skilled in working with all communities 
Project management and development skills
PIP Apprentice Project Officer 
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