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Job Description & Personal Specification



	Job Title:
	Charity Support Officer
	Post: 18 - 20 hours (can be flexibly arranged)


	Salary:
	£17,000 - £20,000pa pro rata 
(depending on experience)
Fixed term for 18 months (with the potential to extend)

	Location: Bespoke Centre, Zeal’s Garth, Wawne Road, Hull, HU7 3HY
[bookmark: _GoBack]

	Reporting to:
	Neighbourhood Network Manager(s)

	Date prepared: March 2018

	DIGNITY AT WORK: To show, at all times, a personal commitment to treating all members and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age) and assists in ensuring equal access to services and employment opportunities for everyone.




	PURPOSE: To support the Neighbourhood Network Managers and Trustees in developing the Neighbourhood Network and to support with its day to day administration. To support the formation and development of new neighbourhood groups. To assist in the dissemination of information relating to crime and disorder across the Network including the creation of the weekly newsletter and sharing amongst the network.

To keep abreast of changes in government policies, ensuring that these are in place and adhered to for the charity and its member organisations.

To develop links with other service providers in the public, private and voluntary sectors on a citywide basis, with the aim of expanding the capacity and capability of the Neighbourhood Network.

Work with partners to ensure there are clear channels of communication between the work of statutory partner organisations, the Neighbourhood Network and local communities. 

To maximise the potential of the Neighbourhood Network by linking in with other community based initiatives.

To work closely with the Neighbourhood Network Manager(s) in research and development of funding applications, claims and returns, in line with specified terms and conditions, and provide auditable detail where required.

Representing the Neighbourhood Network at public events to promote the work of the charity and partner organisations.

To organise and manage Neighbourhood Network events.

Answer enquiries from the public and partners and provide accurate information and advice to customers and partner agencies.

Manage, develop and promote the Sales and Marketing tasks of the charity including the online shop. 




	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The post holder must be flexible to ensure the operational needs of the Neighbourhood Network are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, and may include attending meetings outside the normal hours of employment.

The above duties may involve having access to information of a confidential nature, which may be covered by the Data Protection Act.  Confidentiality must be maintained at all times.

To promote the Neighbourhood Network’s Equal Opportunity Employment Policy.

Where the post holder is disabled, every effort will be made to supply all the necessary employment aids, equipment or adaptations to enable him/her to perform the full duties of the job.  If, however, a certain task proves to be unachievable then job redesign will be given full consideration
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	PERSON SPECIFICATION
Charity Support Officer
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form (Covering letter & CV), I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring CRB’s)
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	A good standard of written English and Mathematics to at least GCSE level which can demonstrate an ability to work at this level or demonstrate relevant experience.
	X
	
	AF/CQ

	
	A recognised administrative qualification or relevant experience
	X
	
	AF/CQ

	
	A recognised finance qualification or relevant experience
	X
	
	AF/CQ

	2. 
	Relevant Experience:

	
	Relevant experience of working in the Voluntary & Community Sector
	X
	
	AF/I

	
	Experience of working with government policies and procedures relevant to the management of a charity or social enterprise
	
	X
	AF/I

	
	Experience of working with a range of organisations/agencies from the public, private and voluntary and community sector.
	
	X
	AF/I

	
	Experience of using a wide range of computerised packages with proficiency in MS Office
	X
	
	AF/I

	
	Experience of communicating through social media platforms along with contributing to an organisation’s website.
	
	X
	

	
	Experience of planning, organising and attending events
	
	X
	

	
	Experience of working in a finance role, using relevant accounts packages to process orders, produce sales invoices and reports, co-ordinate bank reconciliations, co-ordinate payroll and pension assessments
	X
	
	AF/I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Good literacy and a high level of accuracy in data management, record keeping and data entry
	X
	
	AF/I

	
	Effective communicator at all levels
	X
	
	

	
	Ability to work on own initiative demonstrating commitment to on-going partnership work and projects
	X
	
	AF/I

	
	Excellent interpersonal skills to deal with often challenging clients and to contribute effectively to partnership working.
	X
	
	AF/I

	
	Good standard of IT skills specifically MS office based packages 
	X
	
	AF/I

	
	The possession of organisational skills to manage time and priorities in a busy and constantly changing environment
	X
	
	AF/I

	

4. 
	Knowledge:

	
	A broad knowledge of community safety in its widest definition.
	X
	
	I

	
	Knowledge of the Freedom of Information and Data Protection Acts to facilitate compliance with current legislation in service delivery.
	
	X
	I

	
	Knowledge of Equal Opportunities legislation and its application at work and in the service delivery
	
	X
	I

	
	Knowledge of IT systems, such as MS Office
	X
	
	I

	
	Knowledge of administrative procedures
	X
	
	I

	5.
	Interpersonal/Communication Skills:
Verbal Skills

	
	Possess diplomacy, tact and interpersonal skills when working with multi-agency partners
	X
	
	AF/I

	
	Ability to present information in a clear and concise format
	X
	
	AF/I/T

	
	Problem Solving and decision making skills with the ability to deal effectively with enquiries and concerns
	
	
	

	
	Communication and inter-personal skills, together with the ability to support managers in their public or partnership duties
	X
	
	AF/I

	
	Provide research and information to support Neighbourhood Network project and thus the charitable aims
	
	X
	AF/I

	
	Written Skills

	
	Ability to communicate effectively face to face, over the phone, in writing and throughout the social media platforms
	X
	
	AF/I

	
	Verify correspondence for accuracy and cohesiveness
	X
	
	AF/I

	
	Accurate sequential documenting of literature, records and correspondence
	X
	
	AF/I 

	
	Experience of minute taking and production of timely and accurate reports
	X
	
	AF/I









	
2

3

image1.jpeg
()

Neighbourhood
Network - Hull




