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	JOB DESCRIPTION


	1. JOB DETAILS

	JOB TITLE
	Community Engagement Co-ordinator   

	REPORTS TO
	Community Regeneration Manager

	DIRECT REPORTS
	None

	TEAM
	Community Involvement

	LOCATION
	Morfa Gele, Kinmel Bay, Peulwys


	2. PURPOSE 

	To work closely with local residents in managing and developing community engagement activities in order to maximise community development and cohesion and greater involvement of tenants, residents, other members of the community and partners in Cartrefi Conwy’s activities.


	3. DIMENSIONS Scale & Diversity

	Tenant numbers: Community Involvement activities will require communication and engagement with occupants of the circa 3800 homes owned and managed by Cartrefi Conwy, lease and licence holders and other members of local communities.  Specific involvement required at two community resources in Kinmel Bay and Peulwys. These occupants are of mixed ages, background and have different needs.  
Regular contact with other agencies in the Community within which Cartrefi Conwy operates. 

Regular contact with staff throughout all functions of the association and Board members. 



	4. MAIN ACCOUNTABILITIES 

	Ensure the safe management and administration of the community resources, ensuring that the appropriate health and safety guidelines are adhered to and appropriate systems for use are in place.
Actively support the Community Regeneration Manager in the development and implementation of strategies for community involvement and development which support customer focused housing management services. 

Work in partnership with colleagues within Cartrefi Conwy in the delivery of a comprehensive and integrated approach to community involvement and development by working with the community and partners. 
Investigate and initiate community involvement projects and maintain contact with support networks and agencies. Actively promote involvement activities and services in the respective communities and assist in partnership working and creating new partnerships.

Work directly with resident and tenant groups to identify key issues which will contribute to the development of, or remove barriers to, community involvement. To include fundraising, sourcing of grant funding and generally maximising income generation opportunities. 

Assist with the integration of tenant involvement in performance monitoring working closely with the other members of the Community Involvement and Governance team.
Draft and otherwise assist with the preparation of correspondence, articles, newsletters, reports,  presentations and other communications in a timely manner and to such frequency as to effectively implement, promote and report on relevant community involvement activities and events.

Organise or assist in organising, attend and participate in relevant meetings and community focussed events.
Perform administrative duties, for example; word processing, data processing and photocopying, and ensure appropriate recording, collation and provision of evidence of relevant activities in order to assist the Community Involvement Manager in monitoring the effectiveness of community involvement activities, which may also be used to support Regulatory requirements.


	5. CORPORATE ACCOUNTABILITIES 

	To actively support the overall delivery of Cartrefi Conwy’s objectives to provide an excellent, innovative and truly customer focused service.

To contribute to community involvement and tenant participation activities as required.

As a representative of Cartrefi Conwy, to, promote and maintain a positive attitude and image at all times.

To positively promote Cartrefi Conwy’s values; constructively challenging traditional ways of working, contrary behaviour or comments.

To ensure feedback is actively sought in order to inform service improvement for customers and develop more efficient and effective ways of working.

To ensure compliance with Cartrefi Conwy’s Standing Orders, policies and procedures, standards of probity relating to the organisation’s charitable status and Welsh Assembly Government Regulation.

To support the development, review and implementation of policies and procedures, in particular of: 

· Health, safety and welfare initiatives

· The associations principles on Equality and Diversity

· Risk management initiatives

· Performance management practices

To utilise ICT technology and systems effectively by developing appropriate skills, adopting efficient business processes, and maintaining data securely and accurately.

To work collaboratively in cross functional working groups where required.


	6. WORK CONTEXT (environment, type of equipment)

	The post is community based with regular and frequent requirement to travel locally to attend tenant and community events. A number of these events may take place outside normal working hours. Regular hours to be negotiated dependent upon current service needs. The regular use of ICT systems and technology is a requirement of the post.


	7. AUTONOMY AND DECISION-MAKING (limits and freedoms)

	The post is expected to operate autonomously within agreed policies and procedures and has considerable freedom to deal with all operational matters that relate to tenant engagement. 

Examples of the decisions the post can take are:

· Developing and running a range of initiatives within the approved budgets. 

· Convene meetings with tenants, community groups or partners.

Examples of decisions that are to be referred are:

· Any items involving expenditure.

· Approval for new initiatives.

Performance objectives are agreed with the Community Regeneration Manager and performance is subject to review under the agreed PDR process.


	8. COMMUNICATIONS (the main communications that take place. frequency, purpose and method)

	INTERNAL
	Heads of Service -on a regular basis to work collaboratively on initiatives or to provide information and receive feedback.

Neighbourhood Services / Property staff on a regular and frequent basis to provide advice and guidance on matters such as social inclusion, development of engagement initiatives etc.

	EXTERNAL
	Daily contact with tenants and residents on community involvement matters.

Regular contact with other agencies to work collaboratively on community initiatives.


	9. AREAS OF COMPLEXITY (what provides most stretch)

	Encouraging participation and involvement of tenants or communities from a wide/ representative  range of people may offer some complexity to the post, as may supporting the delivery of all aspirations as these may not always be aligned with the resources and capabilities of Cartrefi Conwy.


	10. AGREEMENT

	Job Holders’ Signature:
	
	Date:
	

	Line Managers’ Signature:
	
	Date:
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Person Specification
Community Engagement Co-ordinator 

	The Community Engagement Coordinator will work closely with local residents in managing 2 community resource centres along with the wider community . The role  will build new networks and influence a variety of people; conveying ideas in a logical and systematic manner. They will create and maintain goodwill, being positive, enthusiastic and excellent communicators. They will be active and outgoing as well as able to work within procedures on areas that deal with facts, standards and quality.

	ACADEMIC /PROFESSIONAL QUALIFICATIONS 
	Essential / Desirable
	How this will be assessed

	Relevant qualification or proven experience of working within a housing/community development or related post.
	Essential
	Certification / Application

	KNOWLEDGE & EXPERIENCE
	
	

	Previous experience and involvement in the successful delivery community led projects and events
	Essential
	Application/Interview

	Previous experience working directly with the public in a customer focused/ community related environment.
	Essential
	Application/ Interview

	Previous experience of coordination and submission of bids to appropriate funding sources.
	Essential
	Application/ Interview

	Previous experience and knowledge of evaluation methods to be used in measuring the impact of community activities
	Desirable
	Application/ Interview

	Previous experience of managing a building, facility, or community resource building
	Desirable
	Application/Interview

	SKILLS
	
	

	Well-developed interpersonal, influential skills and negotiating skills.
	Essential
	Interview

	Facilitation, motivational and empowerment skills
	Essential
	Application / Interview

	Coaching skills and the ability to demonstrate people development
	Essential
	Application / Interview

	Organisational / Project Management Skills
	Essential
	Application / Interview

	Ability to work with others and on own initiative
	Essential
	Application / Interview

	Ability to drive*
	Essential
	Application / Certification

	Microsoft Office; Windows, Outlook, Word (Intermediate), Excel and Power Point (Basic). 
	Essential
	Application / Ability Test

	Welsh Language Skills
	Desirable
	Application/ Interview

	Presentation Skills
	Desirable
	Presentation

	CORE CARTREFI
	
	

	Customer service skills and customer focused
	Essential
	Application/ Interview

	Ability to collaborate & work effectively in teams
	Essential
	Application/ Interview

	Decision making & problem solving skills 
	Essential
	Application/ Interview

	Focus on continuous improvements
	Essential
	Application/ Interview

	Effective communication skills
	Essential
	Application/ Interview

	Upholds and demonstrates leadership qualities
	Essential
	Application/ Interview

	Successfully delivers results
	Essential
	Application/ Interview


Cartrefi Conwy are committed to Equality and Diversity in our activities

* Where disability precludes, this will be reviewed with candidates at interview stage to ascertain if there are any reasonable adjustments that can be made to this requirement. 

[image: image2.png]





Version 1   November 2016                                                                                                          Page 3 of 5

