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Job description

Job title: Project /Activity Officer
Post number: TBC 
Section: Direct Services
Band: Grade Band C £24,121 to £26,564p.a. 0.6 FTE 

Responsible for: Delivering Bradbourne Lakes community development programme 
Responsible to: Lina Madsen 

Purpose of post:
The Project/ Activity Officer will be passionate about and experienced in community engagement and creative learning programmes, ideally with HF experience. The post holder will be managed by the Project Manager and other members of the project team to deliver the Activity Plan for the Bradbourne Re-bourne Heritage project. 
The post holder will be project and park based, to support the delivery of the Activity and Audience Development Plans, and ensure that its objectives are fully achieved. These objectives include organising and delivering a programme of activities as set out in the activity plan, and a series of cultural events and schools education programme. In addition, this post must oversee community engagement, volunteering and training elements related to the project.
Key activities:
· Community engagement and activity delivery as part of Bradbourne Re-bourne Activity Plan. 
· Liaise with Bradbourne Residents Association, South East Rivers Trust, West Kent Mind, Historic England and Kent Wildlife Trust as key project delivery partners and relevant residents, community representatives, schools, partners and other organisations to deliver activities in the Action Plan accordingly. 
· Co-ordinate all aspects of events and activities in Bradbourne Lakes including recruitment of volunteers, participants and visitors via marketing and promotion. 
· Deliver and attend events and activities along with other staff, partners and volunteers as appropriate, including some weekends and evenings for which time off in lieu can be taken. 
· Assist with research and consultation with residents, to identify the needs and issues within communities, working with community representatives and groups, Officers and Members. Embed this learning into Activity and Audience Development Plans delivery and /or sign post support and training as required. 
· Facilitate positive and effective partnerships between partners, SDC, community and voluntary groups, public sector bodies and stakeholders with clear objectives and measurable outcomes, in line with HF requirements 
· Through the Activity Plan work with minority and disadvantaged groups to help achieve social inclusion by actively engaging in the park and its activities. 
· Keep up to date with relevant legislation, good practice and opportunities which are relevant to the service and communicate initiatives to partners in an appropriate way. 
· Regular monitoring and reporting of projects in line with data protection and HF guidelines. 
· Facilitate, attend and, where appropriate, manage meetings, carryout meeting administration (collate reports, agendas and write minutes). 
· While delivering activity on site, post holder will liaise with parks and other SDC departments, to ensure the park is safe and fit for purposed to support the activity delivery. 
· Comply with and implement the Council’s Equality and Health and Safety policies and all other associated responsibilities 
· Undertaking other duties appropriate to the grade and skills of post holder as may be reasonably asked. 
· To participate in any relevant training for the duties of this post and to achieve the key objectives of the Council.
· To participate fully in the Council’s staff appraisal scheme.
· To comply with standard employee health and safety at work responsibilities.
· To comply with the Council’s Equal Opportunities policy.
· To comply with the Council’s Safeguarding policy.
· To embrace the values and behaviours of the Council.

· To carry out any other related duties as may be directed from time-to-time by ******************

Location
Council Offices, Argyle Road, Sevenoaks, Kent TN13 1HG
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Person specification

Title of post: Project /Activity Officer

	
	Essential
	Desirable

	Approach
	· A good understanding of designing and delivering workshops for schools and community audiences  
· Knowledge of Health and Safety and Safeguarding  
	

	Skills and
experience
	· Focused on the achievement of team objectives and creative problem solving  
· Has good administrative skills and ability to write clear, concise and understandable reports  
· Excellent organizational, communication and Interpersonal skills 
· Approachable, charismatic and able to act as ambassador 
· Looks for creative solutions 
· Respectful of different views, values and opinions 
· Experience in delivering community engagement activities, volunteer co-ordination and creative learning  
· Experience of dealing with the public and managing expectations  
· Experience of dealing with the social media and marketing 
· Carrying out Health and Safety risk assessments 
	· HF funded projects, working parks and open spaces or heritage and conservation  


	Qualifications
	· Qualified to relevant GCSE or A level standard  
· Relevant experience or qualification in Events Management, Community Development or Parks and Open Spaces  
	

	Other
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