		JOB SPECIFICATION				


JOB DESCRIPTION

JOB TITLE:			Corporate Support Officer Intern (Post 6158)

UNIT:				Partnerships and Community Engagement

RESPONSIBLE TO:		Policy Manager

RESPONSIBLE FOR:	no one

GRADE:			9

1. [bookmark: _GoBack]To administer, market and promote the Council’s support offer to the voluntary sector including the Community Grants Scheme, the Ward Improvement Initiative Scheme and the Hertsmere Community Lottery with the support of the Policy Manager (Performance).  

2. To support the Heritage and Museums officer in their work with local museums with a particular focus on promotion and increasing engagement with the sector, specifically through social media and web based support. 

MAIN DUTIES

1. To administer the Council’s Community Grants, Partnership Agreements and Ward Improvement Initiative Scheme with support of the Policy Manager (Performance). 

2. To promote the Hertsmere Community Lottery, with a focus on organisation recruitment.

3. To support voluntary and community sector organisations to access other sources of external funding.

4. Support the Heritage and Museums officer in their work with local museums.  This will include attending meetings with volunteers, taking minutes and other support as required.

5. To help further develop and manage the social media and web presence for the borough’s museums. 

6. To support and lead on community and voluntary sector projects which enable local people to better engage with their local heritage.  

7. Develop close links with the voluntary and community sector in order to promote funding and other support opportunities through a voluntary sector distribution list which the post holder will maintain. 

8. Support senior officers in the delivery for time-limited projects as directed including a review of voluntary sector support and other initiatives that may occur. 

9. Research and gather specific information or data when necessary specifically relating to the monitoring and evaluation of awarded grants and use this information to produce the Annual Report of Support to the Voluntary Sector.  

10. Develop a good understanding of relevant council policies, procedures and legislation including the Community Strategy, data protection and equalities. 

11. Be an integral member of the Partnerships and Community Engagement Team.

12. To safeguard children, young people and adults at risk and make referrals to the appropriate agency.
 
NOTES

This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.

This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.


PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Method of Assessment

A – Application
I – Interview
T – Test
D – Documentary Evidence

	Qualifications & Training
	Qualified to degree level or equivalent 
	E





	A

	Experience

	Experience of working with or in the voluntary and community sector 
	E




	A

	Knowledge

	Knowledge of local government or public sector organisations

An awareness of Political and Democratic context in which the Council operates

Knowledge of Voluntary and Community Sector 

Knowledge of website and social media management 


	D


D



D


E
	A/I


I



A/I


A/I

	Skills & Abilities
	Communication
Strong interpersonal and negotiating skills, including the ability to liaise with relevant contacts

Presentation Skills – excellent verbal and written communications skills required to devise and deliver presentations to relevant contacts

Strong organisational skills.  Ability to plan, project manage and monitor performance.

Team Working
Able to build effective, supportive working relationships within a team environment

Quality of Work
High quality oral and written communication skills with the ability to deal effectively with routine enquiries and issues related to the post including reports to Members, Senior Officers etc.

Demonstrable financial skills

IT/Technical Skills
Demonstrable keyboard skills and working knowledge of spreadsheet, word processor and database applications

Ability to manage social media accounts and prepare posts and videos using relevant software

Organisational Skills
Ability to prioritise workload, to work, often under pressure, to deadlines

To work pro-actively, using own initiative and to cope unsupervised in meetings

	E




E




E




E




E






E


E





E


E

	I




I




A/I




A/I




A






A/I


A





I


I

	Other Requirements
	Driving Licence and access to a car for work purposes

Presents a neat and tidy appearance
	E


E

	A


I



COMPLEXITY AND CREATIVITY

The post holder needs to be pro-active in working with a wide range of community groups in order to develop and support the council’s grant support programme across the borough.  

The post holder will play a key role with the local community, developing relationships with VCS organisations and supporting them to access grant funding and other support from a range of sources.  In particular, the post holder will need to work closely with internal and external colleagues to encourage both organisations and the general public to sign up to the newly launched Hertsmere Community Lottery.  
The post holder will need to liaise with museum volunteers to develop their organisations’ websites and help promote activities and events through this web presence.  There will also be a need to work with the volunteers to support their need for regular social media updates and promotion.  

The post holder must have the ability and flexibility to deal with different projects concurrently, often under the pressure of meeting tight deadlines.  The ability to communicate effectively with internal and external personnel at all levels is essential.  The post holder will need to balance what will be a varied workload, managing the different skills required for the development of community based work.

JUDGEMENT AND DECISIONS

Able to handle enquiries on own initiative, exercising tact and diplomacy in difficult situations and being aware of council policies and local authority protocol.

The post holder will need to demonstrate good time management skills and will require the necessary judgement to prioritise workloads.  He/she must be able to adapt to the service that is being delivered and have the necessary skills and judgement to develop administrative procedures and when appropriate.

The post holder will be dealing with a very broad range of enquiries and will therefore require the ability to absorb and interpret information from a range of different services and organisations.  In addition to this the role also involves a considerable level of engagement with external partners.  This will require skills in diplomacy, as the post holder will be representing the council.  This in turn will require the ability to seek more senior advice whenever necessary.

CONTACTS (INTERNAL 40%   EXTERNAL 60%)

Internal:

1.	All staff.
2.	Councillors.

External:
	
1. Community Groups
2. Voluntary Sector Organisations
3. Museums and Heritage Groups
4. Other Local Authorities in Hertfordshire
5. External Funding Providers
6. Communities 1st 

SPECIAL FEATURES

Some degree of flexibility in working hours may be required when visiting sessions or attending meetings outside normal working hours.

