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CAMBRIDGESHIRE

Fenland District Council



JOB DESCRIPTION

	JOB TITLE
	Community Support Officer


	GRADE
	Band 7


	REPORTING TO 
	Senior Community Support Officer


	RESPONSIBLE FOR
	None


	BASED AT
	Any FDC site, but currently at Fenland Hall


	PURPOSE OF THE POST


	To develop and co-ordinate a range of the Council’s community support approach and activities, in particular to empower and support the communities of Fenland to deliver the Council’s Business Plan.  

To assist in the delivery of operational daily running of five Travellers Sites including visiting residents and providing support to them routinely and administrative processing tasks. 

To carry out a management function of properties ringfenced for refugees

To deliver the Golden Age programme for older people in Fenland 

To deliver the annual Pride in Fenland Awards celebrating volunteers in the district.

To ensure that the Council’s work on community support is proactive and responsive to local needs, as well as consistent with the Council’s Corporate priorities and joined up with community support with other public sector and voluntary agencies.




PLEASE NOTE:

Fenland District Council is committed to equal opportunities. 

It is the Council’s aim to ensure that no potential job applicant, employee or service user, will receive less favourable treatment on the grounds of sex, age, disability, ethnic origin, religion, sexual orientation or marital status. The Council will also not impose any conditions or requirements, which disproportionately disadvantage any group, which can not be justified in terms of the needs of the job, or the service provided.

Fenland District Council operates a no smoking policy.
MAIN DUTIES AND RESPONSIBILITIES

	1
	Main duties and responsibilities

	
	To lead on initiatives that contribute to support and maximise potential for Fenland’s vulnerable residents. 

	
	To develop initiatives that make a direct impact on the Council’s corporate plan in relation to supporting the Fenland Community, for example supporting and developing young people and the older population.

	
	Enabling Fenland’s community and voluntary sector to thrive and grow to support Corporate Plan objectives

	
	To enable the community to build capacity to help develop community solutions to improve quality of life in Fenland.

	
	Influence partners to invest more time and resource in supporting Fenland’s community to reflect the quality-of-life challenges in comparison to the rest of Cambridgeshire.

	
	To help drive a one team community engagement approach across the public sector that makes it easy for residents to influence local action efficiently and within available resources.

	
	Build close working relationship with linked internal and external organisations to collaborate on initiatives that supports improving resident outcomes relating to health and well being 

	
	Promote cohesion between the residents on the site with the local community

	
	Promote and contribute to the development of the Council’s ‘One Team’ philosophy and approach to service delivery

	
	To deliver the Golden Age programme for older people in Fenland

	
	To assist in the delivery of management and support to the council’s Travellers sites

	
	To deliver the annual Pride In Fenland Awards celebrating volunteers in the district.

	
	To carry out a management function of properties ringfenced for refugees

	2
	Quality and Equality

	
	To promote quality and equality within the Council and in the provision of its services.

	3
	Customer Care

	
	To provide excellent customer service to all internal and external customers in line with the Council’s commitment to Customer Service Excellence.

	4
	Other Duties

	
	Comply with all the policies and procedures of the Council (e.g. Equal Opportunities, Standing Orders, Financial Regulations, Health and Safety).  Copies of these can be found in the Employees Handbook (which will be amended and reissued should there be any changes) and/or from Human Resources. 

	
	To undertake such other work as may be required from time to time by the Service Manager, consistent with the duties and grading of the post.

	This job description is not definite or exhaustive but is provided to give the post holder an indication of the range of activities, duties and responsibilities concerned with the employment.

	Any changes to this job description will only be made following consultation with the post holder.

	Prepared By
	Received By

	
	

	Date
	Date



PERSON SPECIFICATION
	Abbreviations

	E
	Essential selection criteria
	IV
	Interview

	D
	Desirable selection criteria
	T
	Test

	H/A
	How Assessed
	C
	Certificate

	AP
	Application Form
	
	

	
	E
	D
	H/A

	Experience

	Minimum of 2 years’ experience in delivering community support initiatives
	(
	
	AP

	Experience of managing budgets and grant processes effectively
	(
	
	AP

	Community Support / Development
	
	(
	AP/IV

	Practical experience of delivering internal and external funded programmes and processes
	(
	
	AP/IV

	Experience of developing a strategic approach to achieving Community Support through partnership working
	(
	
	AP/IV

	Experience of managing and supporting vulnerable people
	
	(
	

	Skills & Abilities

	A high level of interpersonal skills


	(
	
	IV

	Ability to organize and deliver workload with discretion, tact and integrity
	(
	
	AP/IV

	Ability to influence & communicate effectively with partners, community leaders and business leaders 
	(
	
	IV

	Ability to develop promotional material
	(
	
	AP

	Ability to undertake systematic research and analysis
	(
	
	IV

	Good report writing and presentational skills
	(
	
	AP

	Strong self-motivation and an ability to work with a minimum of supervision
	(
	
	IV

	Ability to work co-operatively in a team to achieve prescribed objectives
	(
	
	IV

	Strong project management, performance and financial management skills
	(
	
	AP/IV

	Ability to organise workload with discretion, tact and integrity 
	(
	
	IV

	Good administrative skills
	(
	
	AP

	Customer service skills – demonstrable ability to deal responsibly, positively and sensitively to customer needs
	(
	
	AP/IV

	Strong self-motivation and an ability to work with a minimum of supervision to tight deadlines 
	(
	
	AP/IV

	Ability to work co-operatively in a team to achieve prescribed objectives
	(
	
	AP/IV

	Ability to organise workload with discretion, tact and integrity
	(
	
	AP/IV

	Behaviours

	Evidence of all level 1 elements of the Council’s core competency framework, i.e.

· Respect and Dignity for all - is open, honest and courteous

· Teamwork and Co-operation - participates as a team member and encourages, enables and supports colleagues

· Effective Communication - communicate effectively with others
· Customer Focus - responds to customer needs


	(
	
	AF/ IV

	Knowledge / Education

	General community support practices
	(
	
	AP/IV

	Understanding of the role of local authorities in community support
	(
	
	IV

	Local community overview and insight into needs of vulnerable people
	
	(
	IV

	Funding sources for voluntary/community projects
	(
	
	AP/IV

	Of IT and databases
	(
	
	IV

	Understanding of the “One Team” philosophy and approach to service delivery
	(
	
	IV

	GCSE English and Maths or equivalent
	
	(
	C

	Degree or equivalent in related discipline preferred
	
	(
	C

	Other Requirements

	Proof of Right to Work in the UK
	(
	
	C

	Flexible working by arrangement.  This may include some early morning or evening or weekend work
	(
	
	IV

	To take reasonable care of their own health and safety and that of others who may be affected by their acts or omissions at work, in accordance with Health and Safety at Work etc. Act 1974, associated regulations, and the Council’s health and safety policies and procedures. Employees are expected to follow safe working practices, attend required training, use work equipment appropriately, cooperate with management on health and safety matters, and report hazards, concerns, accidents, incidents and near misses promptly
	(
	
	AP/IV

	Full UK valid driving licence with access to vehicle for business use
	(
	
	AP/C

	Demonstrate an understanding of acceptance and commitment to, the principles underlying equal opportunities
	(
	
	IV

	Enhanced DBS check
	(
	
	C
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