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JOB DESCRIPTION


Department:  Green Sefton				Location:  Boroughwide
	 
Team:  Community and Resource Team		           Post No:  24378

Post:  Engagement Officer	(Inclusion Programmes)	JE No.

Grade:  H 


Responsible to:	Community Engagement Officer	

Responsible for:	Team as set out in the organisation chart attached



Job Purpose: 

To support the Community Engagement Officer in leading on community engagement within Green Sefton working with individuals, community groups, hard to reach groups, those with specialist needs and requirements and other stakeholders to consult and involve them with plans and programmes of events, activities and practical works that the service is leading or supporting. To undertake this in conjunction with colleagues in Locality Hubs, and other partners who operate in a similar community environment.

The postholder will also support community consultation and receiving feedback from the public on work and all matters relating to Green Sefton and to work with partners whose work relates to land management – both to improve the asset managed, increase its use, encourage positive behaviour etc.

Finally the postholder will support leading on civic pride initiatives such as the ‘In Bloom’ competititon for the borough

To act as an ambassador for Green Sefton and Sefton Council

Main Duties and Responsibilities:

The postholder will be required to:

1. Assist in leading community engagement with individuals, community groups and other Green Sefton stakeholders, involving them with plans, events and activities, and programmes of practical works being undertaken and promoted by the service. 

2. Undertake community consultation exercises and analyse the results and present those results to the Council for decision. 

3. Assist in the management and development of the use of Green Sefton assets with a particular focus on engagement with schools and young people, apprentices, people with specialised needs, and volunteers from a variety of backgrounds.

4. Be responsibe for managing and developing inclusion programmes such as ‘Natural Alternatives’, including promoting the programme to feeder schools / individuals, contributing to forward planning, developing and assessing appropriate training and practical activities for adults and children with additional needs, 

5. Maintain relationships with stakeholders including social workers, parents and guardians

6. Responsibility for securing and sustaining funding for inclusion programmes

7. Be responsible for cash handling – following set procedures for dealing with monies.

8. Develop and manage data collection systems and keep them up to date to enable finance to invoice for monies owed.

9. Assist in leading the team to plan for and undertake practical works on site, as well as educational and diversionary events and activities with volunteers and apprentices, hard to reach groups, and those with specialised needs etc in support of Green Sefton objectives – including reducing anti social behaviour and vandalism, and educating about nature conservation and issues such as dog control and litter

10. Assist in leading on programmes that are concerned with community pride, including Britain in Bloom and civic pride promotions. 

11. Liaise with partners whose work relates to land management such as Merseyside Police, Merseyside Fire & Rescue Service and the Probation Service to achieve joint aims and outcomes – such as the reduction of anti social behaviour, vandalism etc

12. Ensure that teams undertaking tasks in your work area are organised, aware of maintenance specified quality and performance standards. Support with maintenance duties, examples would include litter picking, emptying bins, sand clearance, use pedestrian and hand held machinery, and potentially driving tractors and ride on machinery.

13. Ensure that teams undertaking tasks in your work area use and maintain machinery, tools and equipment correctly and that allocated/assigned assets are maintained to the specified standards.

14. Ensure that teams undertaking tasks assigned to you adhere to safe working practices, risk assessments and Health & Safety procedures, having due regard to the safety of the public. Take responsibility for the upkeep of the Health & Safety Operating system(s). 

15. Ensure that teams undertaking work in your work area are completing work records, inspection sheets and that procedural documentation is adhered to and filed.

16. Ensure that teams undertaking work in your work area take responsibility for the security of vehicles, machinery, equipment, tools and buildings.

17. [bookmark: _Hlk5116567]Responsibility to ensure you and people working on tasks in your work area are wearing issued uniform and PPE at all times. Reporting for work clean, presentable and appropriately dressed for the weather/working conditions.

18. Responsibility to ensure basic on the job training with your community volunteers, partners and user groups is planned and organised; and that you are able to ensure specified quality standards achieved and team/individual development is recorded.

19. Provide technical reports, research and advice to the Council on community engagement including the results of surveys, focus groups and other marketing means used to asertain public feedback. Assist in the preparation of reports to management and to Cabinet Member and Council and to present reports in writing and verbally. 

20. Contribute to the delivery of a service plan for the team and Green Sefton, which will be managed through a performance framework

21. Assist in the management of revenue and capital budgets. Ensure suitable systems in place to deal with invoicing service users and follow procurement procedures.

22. Undertake compliance activity ranging from advising members of the public through to enforcement action.

23. Undertake day-to day supervision of Community staff, apprentices and volunteers including managing staff rotas, work programmes new staff inductions and training in procedures. 

24. Be responsible for safeguarding with respect to vulnerable clients / participants. The spectrum of special needs individuals includes:
· Autistic Spectrum Condition – ASC
· Learning Difficulties – LD
· Severe Learning Difficulties – SLD
· Specific Learning Difficulties – SLD
· Downs Syndrome – DS
· Selective Mute – SM
· Cerebal Palsy – CP
· Aspergers Syndrome – AS
· Undiagnosed Clients - U
· Mental Health – MH

Team Service Description:

Green Sefton provides our communities with a clean, green borough (including parks and greenspaces, trees and woodlands, play and recreational facilities, and our coast and countryside, which include specially protected sites) to the benefit of residents, visitors, investors, and nature.

The team focuses on the interactions this service has with the public both as users of services and volunteers. It encourages positive use and discourages abuse. It manages trees and woodland across the borough, as well as sports and recreation users, and the commercial elements of the overall service. It measures performance of the service via quality and benchmarking awards. It is also the central point for business support and administration.

Supported by the Development Team it identifies, develops and delivers strategies and plans which lead to improvements to green infrastructure to contribute to the service outcomes and vision above. It delivers continuous improvement to develop the most effective, efficient and customer focused service including development of commercial opportunities relating to the use of its assets.

To Deliver the following Outcomes:

· Increase community involvement that supports our outcomes
· Increase the financial returns on our assets
· Support the management and development of our green infrastructure to deliver benefits for people, place and nature

Linkages:

To deliver the outcomes for your role and your team, and to contribute to the delivery of Council outcomes, you will be expected to work with other teams within the Green Infrastructure Service, other corporate departments, outside agencies and partners and members of the public. Some of the critical relationships for your post include:

· Community
· User groups
· Specialist clients using, and participating in the services activities
· North West in Bloom, Keep Britain Tidy

This does not represent an exhaustive list.

Qualifications and Experience:

See Person Specification

Organisation Chart: 

See attached.	

Special Conditions:

Working weekends, evenings and Bank Holidays may be a requirement of this role. 

A flexi time and time in lieu system is in place to accommodate out of hours working.

Working from site in difficult terrain. 

Lone working. An enhanced CRB / DBS disclosure may be required for this post.

Working with vulnerable adults, postholder may need to deal with difficult behavioural situations.


General:

The postholder will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

The postholder will be expected to comply, observe and promote the equal opportunities of the Council.

This job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

All members of staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work. The postholder is expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

The Authority has an approved equality and diversity policy in employment and copies are freely available to all employees. The postholder will be expected to comply, observe and promote the equality and diversity policies of the Council.

Since confidential information may be involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

Note: 	Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  


Prepared By:	Rachel Northover
	
Designation: 	Green Sefton - Team Leader – Community and Resource

Date:			March 2021		


PERSON SPECIFICATION

Post:		 Engagement Officer	 Post No.  24378
	
Department: 	 Green Sefton	Team: Community & Resource


	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING

Degree in relevant discipline

NVQ Level 3 Certificate or Diploma in a relevant subject (environmental conservation, coastal management, horticulture, forestry and arboriculture, green keeping, groundsmanship or equivalent

Business / Management Qualification

A suitable qualification for the management of health and safety in work experience placements

Training and development led body assessor qualifications

	

(D)

(E)






(D)

(D)



(D)
	

AF/C

AF/C






AF/C

AF/C



AF/C
 

	EXPERIENCE

Experience in the field of community engagement and /or education including working with volunteers and the third sector and/ or training in an environmental setting

Experience of working with / producing programme of activities for adults and/or children with special educational needs / additional needs 

Experience of working within a Local Authority environment and in particular presenting to and dealing with Elected Members.

Experience of being accountable for small expenditures from an agreed budget

	

(E)





(D)




(D)




(D)

	

AF/I/P





AF/I




AF/I




AF/I

	SKILLS/KNOWLEDGE/APTITUDES
	
Practical skills and theoretical knowledge across relevant areas of environmental conservation, coastal management, horticulture, forestry and arboriculture or estate management

Ability to work with and supervise a diverse range of service users, including those with specialised needs, community volunteers and partners

Good literacy and numeracy skills

Knowledge of the procedures and systems of work for a range of operational tasks using associated machinery, tools and equipment

Ability to communicate orally or in writing to inform the public, community volunteers, user groups, partners and other members of staff of any issues relating to site maintenance. Ability to use tact when dealing with potentially difficult subjects

Ability to use judgement and creative skills where there is a need to interpret information or situations and solve varied problems or develop solutions or plans 

Exercise training or motivational skills in relation to the development of members of the team, community volunteers, user groups and partners 

Ability to work from instructions and work programmes and direct a team or community volunteers, but making decisions involving the use of initiative. Reporting progress or problems to a supervisor or manager. Able to work without direct supervision

	

(E)





(E)




(E)

(E)




(E)







(E)





(E)




(E)
	

AF/I/P





AF/I




AF/I

AF/I




AF/I/P







AF/I





AF/I




AF/I

	SPECIAL REQUIREMENTS

Considerable physical effort (for example, regular lifting or carrying, pushing or pulling items of moderate weight, rubbing or scrubbing, or working in awkward positions)

Considerable exposure to disagreeable, unpleasant or hazardous environmental working conditions or people related behaviour

Full clean Driving Licence
	

(E)





(E)




(E)
	

AF/I





AF/I




AF/C




	Prepared by: Rachel Northover
	AF
	= Application Form

	
	C
	= Certificate

	
	I
	= Interview

	Date: March 2021
	T
	= Test

	
	P
	= Presentation
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