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Job Description
Development Officer (VCS Infrastructure WYLDA)
Job Purpose December 2007 - March 2008

This role will support the capacity of the voluntary and community sector infrastructure in Yorkshire and the Humber to provide first class services to front line organisations.
Main Tasks (2007-2008)

To work as part of a small team, under the direction the Head of Development to deliver the following:
1.  Communications and development: enhancing & supporting communication channels and information sharing between regional and sub regional infrastructure bodies by:
A. ensuring that sub regional and district infrastructure is linked and co-ordinated by use of the dedicated website, briefings, and organising/supporting two way communication 
· Website content developed

· Training to exec group on uploading information

· Communications strategy

· Support to communications group;
B. working with new and specialist infrastructure to improve joint activity and communication with generalist infrastructure
· Business plan and strategy development

· BME Network development

· User engagement

· Partnership development

· Membership development;
C. supporting meetings and events between regional and sub regional infrastructure;
· Strategic engagement project

· Secretariat support to WYLDA
D. identifying common issues for infrastructure development & planning joint actions such as training or policy responses;
· Policy briefings

· Consultation responses
E. making effective relationships with other regions, Capacitybuilders and Government in order that Yorkshire and Humber infrastructure development experience influences national policy.
· Strategic engagement project (with public agencies)
2.  Policies and plans: contributing to the regional level infrastructure planning by:
A. working with the Regional Forum’s infrastructure team to create two strategies which will link regional and sub regional infrastructure development in the future;
· business plans development

· strategic plan development
B. ensuring that sub regional infrastructure is able to contribute to the regional planning & policy development by liaison & good communication.
· Membership development 

· Secretariat support
General Tasks

Produce operational work programmes 
Participate in team working and staff development activities
Participate in the organisation of Regional Forum events
Comply with Health & Safety legislation, the Regional Forum’s equal opportunities and other policies

Actively support the values of the Forum

Undertake any other duties commensurate with the grading of the post, which may reasonably be required from time to time 

This post will be line managed by the Head of Development
Terms and Conditions

Salary
Development Officer Scale equivalent to £27,492 per annum pro rata, pay award pending (NJC equivalent pt 35) 

Contract
Fixed Term Contract to 31st March 2008 but may be extended if further resources become available

Applications for secondment; shared secondment and job shares are welcomed
Hours
Part-time up to 21 hours per week (to be negotiated) worked flexibly in agreement with Line Manager.  There is a Time Off in Lieu system in place. You may also need to undertake duties outside working hours for which time off in lieu will be given. 
Holidays
25 days + 14 designated days (including statutory bank holidays) pro rata
Pension:
5% employer’s pension contribution into our stakeholder scheme (or where possible into an existing scheme of your choice).  Staff are encouraged to make extra voluntary contributions.
Base
Office based with frequent travel in the Yorkshire & Humber Region and occasional travel throughout Britain.
Travel
The Forum supports travel by public transport and will contribute half the cost of a Metro-Card for travel in West Yorkshire, all other agreed travel expenses are reimbursed.
Equal Opportunities 
The Forum is striving to be an equal opportunities employer.

Person Specification

Personal experience and expertise required

1. EXPERIENCE

Essential

· Development work with voluntary and community sector organisations
· Working with multi partner networks
· Involvement in Strategic Planning

Desirable

· To have worked in the VCS as a trustee or volunteer
· Experience of support to committees, boards, partnerships or networks
2. KNOWLEDGE & UNDERSTANDING

Essential

· Understanding of the role of infrastructure in the voluntary and community sector

· Understanding & knowledge of social policy issues
· Knowledge and understanding of working with networks as well as supporting organisations

Desirable

· Understanding of ChangeUp

· Understanding of specific issues in Yorkshire and the Humber, especially West Yorkshire
3. SKILLS & APTITUDES

Essential

· Graduate or evidence of continued learning
· Working as part of a small development team with shared goals and responsibilities
· Communication and interpersonal skills to work effectively in developing and managing relationships and partnerships

· Creative and flexible approach
· High level of written, oral and numerical skills with attention to detail and accuracy
· Proven time management skills
4. Equal Opportunities and Disadvantage
Essential

· Demonstrate understanding and a commitment to equal opportunities policies, tackling disadvantage and promoting diversity

Desirable

· Specific experience with supporting networks articulating the voice of excluded communities e.g. BME communities, people with disabilities etc.

Chair of the WYLDA Executive

Principle Duties
Setting the Agenda
The Chair should set the draft meeting agenda with the Development Officer at least 10 days before a meeting for circulation.

Chairing meetings
It is the chair’s responsibility to ensure meetings run on time, that discussion is relevant to agenda items and to ensure meetings are conducted in a culture of respect and with a constructive ethos.

The chair should ensure clarity on the status of all agenda items e.g. for discussion, for approval, confidential, for circulation etc. and clarity about how all agenda items are to be carried forward.

The Chair will approve draft minutes for circulation no later than10 days after a meeting.

Representation of WYLDA at other meetings
Where it is necessary to represent the WYLDA partnership at other meetings, the Chair and the Executive will jointly decide on a representative. It will be the Chair’s responsibility to ensure representation, but not necessarily to be the representative in each instance.

Responsibility for Governance

Overall responsibility for facilitating the role of accountable body and the functioning of governance group to ensure maximum transparency and accountability for the WYLDA partnership

Vice Chair

The role of the Vice Chair/s is to assist and deputise for the chair in the above activities.

Keighley Voluntary Services, on behalf of ISOG

J O B   D E S C R I P T I O N

Job Title: Development Worker,

Bradford & District Infrastructure Support Organisations Group (ISOG)

Contract:


Initially to March 2008; employment or secondment

Employer:


KVS Ltd, Board of Trustees

Responsible to:

Chief Exec KVS/Chair ISOG

Place of work:

office base at KVS, Keighley

Hours of work:

14 per week, flexible

Salary:
NJC Scale SCP 29 £23,175 pro rata + up to 6% pension contribution   

Holiday entitlement:
36 days per annum, pro rata  including 9 public holidays

Background

The post has been created thanks to funding from Capacity Builders which has allocated, via WYLDA (W Yorkshire Local Development Agencies, funds to develop district-wide infrastructure consortia. In Bradford this consortium (ISOG) has existed for over 5 years and has already developed the framework for an action plan which now needs revising to fit with Capacity Builders’ priorities and requirements.  ISOG has been responsible for allocating other funding on behalf of WYLDA to local initiatives that build the capacity of local groups and enhance ISO members’ ability to reach all parts of the district effectively. 

Bradford CVS is responsible for funds coming from WYLDA to ISOG, and several members of ISOG are members of WYLDA, so we have close ties to the sub-regional structures.  KVS has been chosen as the host organisation for this post because the Chief Exec is the current Chair of ISOG with whom the development worker will be working closely.

ISOG members are working together on improving quality and reach of  service delivery and have recently moved to a single consortium in receipt of funding from the council. In addition some members have formed a consortium and successfully applied for BASIS lottery funding; this project is just starting, lead by KVS.

ISOG members are involved in a number of strategic partnership functions and the group has an important role in influencing district wide policy in relation to the voluntary and community sector.

This post will be hosted by Keighley Voluntary Services (KVS) on behalf of ISOG.  Office space will be provided at KVS but it may be possible to carry out some work from home; the post holder is expected to attend meetings in central Bradford on a regular basis.  Flexibility regarding working hours is possible.

OVERALL AIMS OF THE POST

1. Support ISOG through action planning, policy development and co-ordinating its activities, and help to promote services throughout the district.

2. ISOG is a key strategic group in the district and its strategies are linked to sub-regional, regional and Bradford district strategies.

Main responsibilities

1. Review previous work done on workplans and priority setting, in relation to new requirements of Capacity Builders and the Consortium Development Fund

2. Co-ordinate and produce a final workplan and help to identify long term aims.

3. Produce a report for WYLDA by specified date.

4. Help to increase collaboration between ISOG members, and facilitate meetings to develop common policies and work together to achieve better co-ordination of infrastructure services

5. Help to promote the ISOG and individual members to stakeholders and service users, and  liaise with stakeholders as required to ensure the sustainability of ISOG as a group and of infrastructure services in the district.

6. Support the Chair by co-ordinating 6-weekly meetings, helping to set agendas, administration and facilitation of meetings, minute taking, report writing etc

7. Follow up and report on actions from ISOG meetings: eg progress chasing, liaison between members and between ISOG and the council

Additional tasks

· Work within budget and provide records if required. Provide reports on activities as required, for monitoring and other purposes

· Present information to ISOG 

· Meet the Chair regularly to review actions and progress of (a) post and (b) the work

· Liaise with ISOG members and if appropriate/required support them individually on work relating to ISOG action planning

· Ensure Bradford CVS is provided with monitoring information in line with Capacity Builders requirements; liaise with KVS Operations Manager
· Attend  meetings as required

· Maintain project records, produce reports and monitoring information

· Provide and circulate publicity material

· Any other duties that may be requested, from time to time

· Actively promote equality and diversity, and challenge discrimination

Additional information: 

Key relationships and knowledge.

The post holder will be expected to develop a positive working relationship with council officers in relation to policy development, the role of infrastructure organizations, and commissioning.

He/she must be familiar with the main government policy areas in relation to capacity building, the role of the voluntary and community sectors in service delivery and civic renewal.

He/she must be committed to tackling social exclusion and inequalities.

He/she will need to be/rapidly become familiar with the local government structures of the district, and the key strategic drivers such as the Sustainable Community Strategy, the Local Area Agreement and the emerging, new LSP (local strategic partnership).
Notes:

1. As an employee of Keighley Voluntary Services you are expected to comply with all its policies and practices, and work according to best practice principles regarding equal opportunities

2. (KVS offices are)  fully accessible (on the ground floor only), however the post will involve travel and outreach across the district.

3. Contra-indications in personal background or criminal record indicating unsuitability to work with children/young people/vulnerable clients/finance are not acceptable (CRB check as appropriate)

4. Must be legally entitled to work in the UK

Consortia of Ethnic Minority Organisations

(COEMO)

POST OF CHIEF EXECUTIVE
JOB DESCRIPTION
This is a full time 37 hours per week post. The post is funded by various funding streams. Such as: Capacity Builders – Improving Reach, Big Lottery – BASIS, Bradford Council through the Strategic Commissioning arrangements etc. 

The following information is provided to assist staff to understand and to appreciate the work content of their post and the role they are to play in the organisation.

Please note that whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings therefore may have been used below; in which case all the usual associated routines are naturally included in the job description
Post Title:


Chief Executive
Salary:


£ 33,000 PA

Working hours: 

37 Per Week
Other Benefits:

Appropriate travelling allowances and car mileage

Overall Purpose of Post: To implement the objectives of COEMO as defined by the Constitution and agreed by the Board of COEMO. 

Accountable to: Named Honorary Officer as decided by the Board.

Responsible for: The management and development of COEMO and the work of all staff and volunteers of COEMO.

Main responsibilities

A. MANAGEMENT AND COORDINATION

The Director will:

1. Empower staff and Board Members by ensuring full consultation and the open sharing of information, especially around issues affecting management and development of COEMO.

2. Ensure that the Board and Sub-Committees are properly supported in their respective roles by the organisation of regular meetings and the preparation of agenda and minutes.

3. Ensure the dissemination of relevant information to COEMO staff including the production of regular reports to staff team meetings.

4. Ensure that appropriate recommendations are made to the Board on all matters affecting COEMO policy and procedure, preparing written reports where necessary; and that updates and reviews are undertaken at agreed intervals.

5. Produce strategic and business plans for COEMO with full participation of staff and Board Members.

6. Ensure that all COEMO activities are adequately funded and resourced.

7. Ensure, in collaboration with the Treasurer, and the Board Members that annual income and expenditure budgets are set and that expenditure is regularly monitored and contained.

8. Negotiate the terms and conditions of service level agreements and contracts with the approval of the Board and ensure that COEMO’s contractual obligations under such agreements are met. 

9. Ensure that COEMO activities conform to quality assurance standards.

10. Ensure that all COEMO activities conform to legislation and best practice in all aspects of equality and diversity.

11. Monitor and report on COEMO activities as the accountable person to stakeholders including staff, Board Members and funders.

12. Ensure that COEMO Offices are safe, secure and properly maintained.

13. Ensure that all COEMO’s legal responsibilities as a Company Limited by Guarantee are met and to advise the Company Directors individually and collectively, of their roles and responsibilities. The post holder may be required to act as a company secretary at the discretion of the Board of COEMO.

B. STAFFING 

The Director will:

1. Take overall responsibility for staffing matters including line management of staff and volunteers, drafting job descriptions and person specifications, staff recruitment, induction, implementation of equality policies, disciplinary and grievance matters.

2. Ensure all staff receive the necessary support, training and supervision to carry out their duties effectively.

3. Advise the Board on the development and implementation of employment policies and procedures.

4. Ensure that all COEMO’s legal responsibilities as an employer are met.

C. DEVELOPMENT

The Director will:

1. Identify gaps and deficits in the capacity and infrastructure of BME groups to deliver services and for the groups to get involved in wider networking opportunities.

2. Keep abreast of trends and developments affecting the BME voluntary and community sector and respond appropriately.

3. Ensure that COEMO is responsive to the needs of its members, stakeholders and the wider voluntary and community sector in Bradford and District and identify resources to develop services to meet such needs.

4. Promote effective partnership working between COEMO and other local resource/development agencies.

5. Identify opportunities for development of BME voluntary and community sector involvement in the local strategic planning and partnership initiatives.

6. Identify capacity-building opportunities for members of COEMO, such as training and ensure that they take up as many opportunities as possible.

7. Empower COEMO and the BME sector at large to enable them to gain optimal benefit from such opportunities.

8. Develop and introduce practical measures to ensure that COEMO as an infrastructure support organisation develops as a sustainable and effective complement to other Generic Infrastructure support organisations.

D. REPRESENTATION AND ADVOCACY

The Director will:

1. Facilitate the BME voluntary and community sector’s active involvement in relevant partnership initiatives by attending meetings, preparing reports, convening consultation meetings with groups and advising individual groups and organisations on maximising their input 

2. Establish and maintain close links at a senior level with representatives from relevant statutory organisations, public bodies and private sector organisations with the overall aim of improving awareness and understanding of the BME voluntary and community sector and advocating in its interest.

3. Represent or ensure representation of COEMO on, and bring a BME voluntary and community sector perspective and voice to, relevant organisations and partnerships.

4. Enable the views and opinions of the BME voluntary and community sector to be represented in a way that is accountable, representative, credible and transparent.

5. Work with generic infrastructure support organisations to ensure that the BME sector can access their support and expertise.

6. Contribute to the work of various key stakeholders such as Bradford Vision, the Local Strategic Partnership, Bradford Council, the PCT, Police, and Government Agencies.

E. FUNDRAISING

The Chief Executive will:

1. Identify appropriate funding sources and submit funding bids and/or applications to those funders with the approval of the Board.

2. Ensure that appropriate fund-raising activities or initiatives are undertaken to generate income for COEMO.

3. Ensure that information on funding is disseminated to member-groups or organisations to help them find funding. Refer members to appropriate organisations for funding advice if necessary.

4. Ensure that member-organisations are supported to find funding.

5. Establish and maintain good relationship with funders.

F. RESPONSIBILITY FOR ASSETS /MATERIALS:

The Chief Executive will:

1. Be responsible for the upkeep of all relevant materials and equipment.

2. Be responsible for all related records, including financial and monitoring records.

3. Be responsible for the security of office accommodation.

G. GENERAL:

Perform such other duties as reasonably correspond to the general character of the post and are commensurate with its level of responsibility.

H. DIGNITY AT WORK: 

To show, at all times, a personal commitment to treating all those in contact with COEMO and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality  (for  example, their age, gender, ethnicity, nationality, sexual orientation, disability, religion and belief) and assist in ensuring equal access to services and employment opportunities for everyone. 

Approved by the Board Meeting held on 5th April 2007
VOLUNTARY ACTION CALDERDALE 

JOB DESCRIPTION

Post:             Network  Development Worker 

Hours:  


Part-time - 25 Hours

Salary Scale


Grade S01 £22,512-£24,000 (pro rata)

Benefits:


8% Pension Contribution




         
18 Days annual Holidays 

Reporting to


Chief Officer

Responsible for:

Volunteers

Special Conditions
Occasional Evening or Weekend work

1.0
PURPOSE OF THE POST

To support the development of the BME Network

To support the development of the Calderdale Infrastructure consortium
To coordinate events during Refugee Week in Calderdale and facilitate the Refugee Sector Network

The Worker will undertake work to:

· Promote the networks amongst relevant communities

· Run and assist in the delivery of a training programme for BME Network members

· Actively promote the Calderdale Infrastructure Consortium

· Provide Capacity Building support to BME groups to enable them to recruit volunteers

· Work in partnership with agencies to develop quality networks and ensure the dissemination of information
· Provide training, advice and guidance on equality and diversity issues pertaining to  agencies in Calderdale
2.0 
KEY AREAS OF WORK
2.1
To undertake promotional work to engage with the BME communities in Calderdale

2.2
To organise and coordinate dissemination and public events, conferences/seminars, workshops and training sessions

2.3
To recruit members from the BME community in Calderdale and provide training, development and guidance to them.

2.4
To promote diversity and equality training amongst agencies across Calderdale

2.6
To increase Increasing awareness of the value of networks through Community Development, Action Days, Seminars, Conferences, resource development and literature distribution.  

2.7
To develop skills to undertake capacity building and organisational development work with BME groups in Calderdale

2.8
To develop partnerships where relevant to the project work and attend and      service relevant meetings with working partners.

2.9
Provide regular written reports on work programme performance, project monitoring information

2.10
To assist in future fund-raising and undertake all relevant development work required to deliver project work programme

3.0
General Requirements
3.1  
To maintain an up to date knowledge of local voluntary sector issues.

3.2  
Attend monthly supervision sessions and attend monthly team meetings

3.3
Prepare quarterly monitoring reports outlining progress of the work, and key issues raised by participants concerning the development of local services.

3.4
To undertake any other duties as prescribed by the line manager/Chief Officer.

3.5
Undertake such personal training as may be required to keep up to date and fulfil the professional requirements identified for this job description.

3.6
Ensure support to groups that experience disadvantage and / or discrimination

3.7
To have a collaborative and flexible approach to work undertaken by Voluntary Action Calderdale.

4
Equal Opportunities
VA-C is committed to equal opportunities, anti discrimination and anti oppressive policy or practice.  No one we have contact with may be discriminated against either directly or indirectly on the grounds of gender, race, nationality, ethnicity, religion, marital status, sexual orientation, age or impairment.  This policy applies to job applicants, employees, volunteers and service users. 

5.0
Notes
5.1

All jobs are subject to change from time to time and this job description will be reviewed regularly.  

5.2

The job description is a guide to the work that you will be required to undertake and represents a range of responsibilities in line with the grade for the post.

5.3

All posts are subject to a 6 month probationary period.

VOLUNTARY ACTION KIRKLEES

JOB DESCRIPTION
Post Title:
Network Support Officer 

Grade:
To be decided

Contract Period:
Open ended, subject to availability of funding

Hours:
10 hours per week

Purpose of Post:
To ensure that LINK runs efficiently and effectively

Accountable to:
VAK Chief Officer
Key areas
1
Network support
2 Information and communication



3  Corporate responsibilities
Network Support 

Develop and ensure the efficient implementation of organisational systems to support the work of the network

Organise and service meetings, including room bookings, publicity and taking and circulating minutes; including working with the chair to plan meetings and set agendas 

To plan and organise conferences and events, including booking speakers, producing conference packs and reports, and technical support

To act as the first point of contact for members and provide them with information, either directly or by signposting to colleagues; supporting them to communicate with the network

Deal with telephone and other enquiries from voluntary and community groups, statutory agencies or members of the public

Assist with financial record keeping and monitoring and produce financial information for colleagues and funders 

To deal with incoming post and either respond or pass to the appropriate colleague

Responsibility for petty cash, including payment of expenses to volunteers

Information and communication

Produce information and presentations to inform the voluntary and statutory sectors about LINK and its work

Produce newsletters, including writing, commissioning editing and layout

Produce and arrange the printing and distribution of publicity materials, training brochures, information mailouts etc

Produce electronic information and communication, including website maintenance and updating and e-mail bulletins

Undertake research and information gathering activities.

To be responsible for organising and maintaining LINK information, including publications and resources.

Develop and maintain information/database systems for project activity, membership  and mailing lists and other records . To include regular updating, input of new contacts and production of  statistical reports, and information to funders. 

Maintain diaries and make appointments for other staff, including computerised systems
CORPORATE RESPONSIBILITIES

Endeavour wherever possible to provide opportunities for volunteers to contribute to the work of VAK and thereby widen their experience and skills.

Work constructively and co-operatively with other members of staff to enhance the effectiveness and profile of Voluntary Action Kirklees and develop appropriate policies.

Undertake such personal training or refresher courses as may be required to keep up to date and fulfil the requirements identified in this job description

To ensure that Voluntary Action Kirklees’ equal opportunity policy and principles are followed through in practice in the post holder’s work.

To participate in Voluntary Action Kirklees’ staff meetings and other internal meetings as appropriate.

Positively represent and promote VAK in all dealings with external agencies.

MANAGEMENT & SUPPORT

This post will be supervised and managed by theVAK Chief Officer.  The post holder will be expected to participate in monthly supervision sessions with their line manager.  They will also be expected to attend regular VAK team meetings and take part in joint activities.

An individually tailored induction programme will be arranged and on-going training will be identified through supervision sessions.  VAK will be seeking an accredited quality standard and the postholder will be expected to help VAK achieve that goal.

SUMMARY OF TERMS AND CONDITIONS*

Hours

The post is 10 hours per week.  There will be some evening meetings and may be occasional week-end meetings for which there is time off in lieu.

Grade

Salary NJC scale X [starting at Spinal column point XX, currently £xxxx.    Voluntary Action Kirklees provides up to 8% of gross salary as employer contributions towards a stakeholder pension scheme.

Holidays

The postholder will be entitled to 25 days annual leave pro rata, plus 4½ discretionary days in addition to Bank Holidays.  Postholders from non – Christian religions will be given time off to celebrate other major religious festivals.  

Probation

All posts with VAK are subject to a six months probationary period.  The line manager will carry out reviews at 3 and 6 months.  During this time the period of notice on both sides is one month and after which one month’s notice is required on either side.  This job description may be varied, in consultation with the postholder, as work priorities and funding change.

*Please note this section aims to provide information only.  It does not constitute an offer or the contractual terms of employment – a full copy of VAK's full terms and conditions of employment is sent to all staff with their letter of appointment.

Network Support Officer – Person Specification

Experience
Essential

Planning, organising and servicing meetings, including producing clear and accurate minutes

High standard of computer literacy, to include databases, spreadsheets, presentations and desk top publishing

Producing newsletters, including commissioning articles, editing and design/layout

Desirable

Paid or unpaid work in the voluntary and community sector

Experience of designing and maintaining websites

Education/Training
Essential

Good general education with excellent standard of literacy/numeracy

RSA II word processing or ability to produce work to that standard

NVQ III in administration, or ability to produce work to that standard

Desirable

CLAIT, ECDL or other computing qualification

General and special knowledge
Essential

Knowledge of organisational/administrative systems essential to efficient office management

Knowledge of election systems and procedures

Understanding of the voluntary and community sector

Understanding of and commitment to equal opportunities

Knowledge of petty cash systems

Skills and abilities
Essential

Excellent communication skills, both verbal and written

Excellent organisational skills

Ability to locate, analyse and present information in a variety of formats

Ability to work under pressure and meet deadlines

Ability to work on own initiative and prioritise own workload

Design and production of publicity materials and reports

VOLUNTARY ACTION-LEEDS

PARTNERSHIPS SECTION

CONSORTIUM DEVELOPMENT WORKER

Responsible to: 
Partnerships Manager   

Salary:                
NJC Scale SO1 scp 29 - £22,512 pro rata

Hours:                

14 per week

Holidays:           

25 days pro rata plus 14 days statutory pro rata

Employing body: 
Voluntary Action – Leeds

Type of Contract: 
Fixed-term to 30.06.06, funded through the Change Up Programme of the Active Communities Unit.
PURPOSE OF THE JOB

A group of voluntary, community and faith sector infrastructure organisations has been meeting in Leeds for several months; the purpose of this post is to develop a shared focus and support both outcomes and outputs for the group. This will be done through consolidating work done to date in building the Leeds Infrastructure Consortium and by supporting the development of the Consortium and its work planning. 

DUTIES AND RESPONSIBILITIES


1. To arrange and facilitate Consortium meetings, liaise with members between meetings, and encourage participation.

2. To encourage use of the Consortium’s Yahoo group and administer the group including uploading any useful documents.

3. To support the development of a communications strategy for the Consortium including a directory of organisations and (probably) a website.


4. To develop a business/activity plan for the Consortium, working closely with members to ensure that the content meets SMART objectives; a draft of this Plan should be ready by 30 April 2006.

5. To monitor, evaluate and report on Consortium activities against the Change Up funding targets.

6. To promote equality of opportunity and diversity whilst challenging discrimination in all of the work, adhering at all times to Voluntary Action–Leeds’ Equal Opportunities Policy. 


7. To prepare future funding bids on behalf of the Consortium where it is agreed that defined pieces of joint work would fit with the Consortium’s terms of reference.

8. To liaise with Consortia in other districts including finding out about their business/activity plans and sharing other information as required.

9. Any other directly-related work as agreed with line manager.

PERSON SPECIFICATION


Essential:


(a) Experience of developing and facilitating a network.

(b) Experience of working in the voluntary, community and faith sector.

(c) Experience of producing business/work/activity plans.

(d) Ability to monitor and evaluate projects.

(e) Experience of writing successful funding bids, ideally in co-operation with partners.

(f) Understanding of the role of infrastructure organisations in the voluntary, community and faith sector.

(g) Organised, methodical approach and sound IT skills (specifically Word, Access, Excel, Email, Internet)

Desirable:

(a) Awareness of the Change Up agenda.

(b) Ability to be flexible with working days where necessary.

(c) Some knowledge of organisations and structures relevant to the voluntary, community and faith sector in Leeds.

(d) Some basic website design skills.

[image: image3.png]R %

Volunta Action

d r\\bWakef' eld District



Job Profile

The following information is provided to assist staff joining Voluntary Action Wakefield District to understand and appreciate the work content of their post and the role they are to play in the organisation.  However, the following points should be noted:-

1 Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Employees should not refuse to undertake work which is reasonable and related to the purpose or broad duties of their post where this is not specified in this job description. 

2 Voluntary Action Wakefield District strives to be an Equal Opportunities employer and requires its employees to carry out its equal opportunities policies both in terms of personal working methods and in terms of service delivery.

Key Tasks

The list below outlines the activity areas that it is anticipated will be needed to address the main purpose of the post and achieve the outcomes. It is not an exhaustive list and other activities may be required. 

1. Develop partnership working across the voluntary and community sectors to secure greater involvement in the networks

2. Make contact with appropriate organisations and groups to broaden and diversify membership of the partnerships

3. To arrange and facilitate Consortium meetings, liaise with members between meetings, and encourage participation

4. To support the development of a communications strategy and ensure regular information exchange (externally and internally within the partnerships) to increase awareness and involvement
5. Support the implementation of the Wakefield Infrastructure Partnership Business and Activity Plan
6. Support the development of a Development Plan for the BME sector
7. Continue and develop work on a formal structure for the partnerships – in particular the BME Forum 
8. Plan, monitor, review and evaluate activities against funding requirements and quality systems
9. Liaise with similar partnerships in other areas to share experiences & learning 

10. Work as part of a team responding to and providing support to the voluntary and community sector
11. Assist with funding applications to continue this work
12. Keep records and monitoring information to ensure that VAWD can produce figures / reports required and performance management information as requested by funders and other agencies
13. Participate in team meetings, supervision, appraisal and training opportunities as required and appropriate

14. Carry out the duties of the post at all times in accordance with VAWD’s Health and Safety Policy, Equal Opportunities Policy and other policies and procedures in place within VAWD

15. Provide written and verbal reports as requested by the line manger, including reports to the Board of Directors and funders

16. Work with other VAWD staff to ensure joint working throughout the organisation, to enable the best possible service from VAWD and the most effective implementation of the project

17. Any other reasonable and necessary duties requested by the Line Manager, Chief Executive or advisory groups

Other Relevant Information:

Responsible to: Support Services Manager. 

Line management may be changed from time to time dependent upon the management resources available within Voluntary Action Wakefield District. 

The post holder will also work with, and report to, the Wakefield Infrastructure Partnership and the Wakefield District Black and Minority Ethnic Forum as both groups have an advisory role in this work.

Line management duties: None. 

Decision making responsibilities:

· Day to day responsibility for management and implementation of the project

· Delivery of the project within the framework of the funding agreement

· Decision making in relation to effective partnership working

· Management of day to day workload 

· Spending in accordance with the agreed budget

· Ensuring database and other information systems are up to date 

Terms and conditions:

An Employee Handbook exists which covers our written terms and conditions. For information they include:

· 25 days a year holiday plus 11 days public holidays (pro-rata for part time staff)

· We pay a 7% of salary contribution to a pension scheme if staff also pay 6% into the scheme.

· Flexi-time system

· The office is non-smoking (however staff do smoke at the back of the building) 

Person Specification

Network Development Co-ordinator

	Criteria
	
	How identified

	ESSENTIAL 

	Experience
	
	

	
	Experience of developing and facilitating a network
	Application Form

Interview

	
	Experience of setting up or supporting networking between organisations
	Application Form

Interview

	
	Developing strategic approaches to work 
	Application Form

Interview

	
	Experience of working with diverse communities and with a range of organisations
	Application form

Interview

	
	Designing and producing content for publicity materials
	Application form

Interview

	
	Working in partnership with other agencies to develop projects and activities 
	Application form

Interview

	
	Organising and managing meetings and events
	Application form

Interview

	
	Managing projects; planning and delivering project outcomes against target orientated work plans
	Application form

Interview

	
	Delivery of milestones, outputs and outcomes as specified in a funding agreement and Project Delivery Plan  
	Application form

Interview

	Skills & Abilities
	
	

	
	Ability to take a strategic overview / approach 
	Application form

Interview

	
	Ability to identify relevant information and find ways to share information with appropriate organizations


	Application form

Interview

	
	Establish ways of sharing skills and capacity-building within the voluntary and community sector

	Application form

Interview

	
	Strong inter-personal and strong verbal and written communication skills. An ability to communicate effectively with individuals and groups


	Application form

Interview

	
	Ability to communicate effectively and concisely with a range of different audiences in a variety of formats


	Application form

Interview

	
	Willing and able to take management instruction
	Application Form

Interview

References

	
	Ability to prioritise own work and to work on own initiative with little direct supervision
	Application Form

Interview

References

	
	Good ICT skills, including spreadsheets, databases
	Application form

Interview

	Knowledge
	
	

	
	Knowledge and understanding of the general needs of the voluntary and community sector


	Application form

Interview

	
	Knowledge and understanding of the development issues of the voluntary and community sector
	Application form

Interview

	
	Knowledge and understanding of the role of infrastructure organisations and their support to voluntary and community sector organisations


	Application form

Interview

	
	Knowledge and understanding of the dynamics of partnership working


	Application form

Interview

	Training
	
	

	
	Willingness to undertake personal training and development, especially in relation to those aspects of the Person Specification that are not fully met


	Application form

	
	Commitment to personal development


	Application form

	Personal attributes
	
	

	
	Understanding and commitment to the values within which the voluntary and community sector works
	Application form

Interview

	
	Happy to work in a small organization, undertake shared tasks as required and work as part of a team


	Application Form and Interview

	
	A flexible approach to work and a willingness to work within a changing environment, a ‘can-do’ attitude and the ability to effect change

	Application Form 

Interview

References

	
	Willing and able to undertake routine administrative duties to support your post
	Application Form 

Interview

References

	
	Understanding and commitment to equality and diversity
	Application form

Interview

	Personal Circumstances
	
	

	
	Eligible to work in the UK
	Sight of appropriate documentation

	
	Able and willing to work unsocial hours and outside normal office hours as required by the post.


	Interview

	

	
	DESIRABLE
	

	
	Awareness of Change Up and Capacity Builders agenda
Some knowledge of organisations and structures relevant to the voluntary and community sector in Wakefield District

Basis desktop publishing skills 


	


Bradford BME Network Co-ordinator role description – to follow.
Calderdale BME Network Co-ordinator role description – see Calderdale Infrastructure Consortium role description.
Schedule of work to support the delivery of the KEMA Action Plan 2007/8

Coordination of steering group

· 5 steering group meetings (monthly) to be organised including contact with steering group members, preparation of papers, booking of venues, refreshments etc.
·  Bulletin of key decisions taken at steering group meetings to be sent to membership. 
Re-engagement of membership

· Actively promote membership of KEMA and respond promptly to member enquiries
· Mailing list kept updated 
· Contact with membership available in different formats as appropriate
· Reports from relevant meetings where KEMA is represented circulated to members
· KEMA website used where appropriate to engage and inform membership
· Information and reports, including 2 newsletters to be circulated 
Linkages between networks/sharing of best practice

· 2 visits organised to other networks
· 2 speakers to KEMA meetings 
Coordination of Events

· Organise KEMA AGM in consultation with the steering group
· Ensure membership is aware and encouraged to participate in all KEMA events, including training opportunities, cultural events, consultations etc 
Leeds Connecting Communities 

DEVELOPMENT WORKER – LEEDS BME NETWORK

Responsible to:  
Director
Salary:                           NJC Scale SO2, Point 32 (£25,437) pro rata 

Hours:                 
17.5 per week

Holidays:             
25 days plus 14 statutory days (both pro rata)

Employing Body: 
Leeds Connecting Communities

Type of contract: 
Fixed-term until March 2008. This activity is

                            
supported through Change Up, funded by the

                            
WYLDA.

PURPOSE OF THE JOB

The purpose of this job is to develop and strengthen the Leeds BME Network and to establish and train representatives to enable and promote BME representation at all levels in the city.  Leeds Connecting Communities employs and manages the worker this work; it is envisaged that the worker will access information on work done with BME communities in Leeds to date, as well as with other relevant organisations and networks in the city.

DUTIES AND RESPONSIBILITIES

1. To make contact with all organisations already identified as potential members of the BME Network and encourage involvement and support.

2. To establish a regular information exchange mechanism, probably via email, to ensure that BME organisations have access to relevant information in order to support their work and build their capacity. This will involve some research on information needs.

3. To organise and facilitate meetings and to help the Network develop to the stage where it is able to continue meeting beyond March 2008.

4. Continue and develop work on a formal structure for the Network.

5. Establish systems and mechanisms to promote BME representation at all levels in the city. This will involve developing a representation structure, training and supporting potential reps, and working with statutory and other organisations to promote recognition of and engagement with the importance of representation from the BME voluntary and community sector. 

6. Any other tasks as required to support and promote the BME voluntary and community sector in Leeds and enable it to play a full part at a strategic level.

PERSON SPECIFICATION
Qualifications

No formal qualifications are required but evidence of community development training and of work at both a strategic and at grassroots level would be very welcome.

Essential

a. Evidence of ability to manage a new and fairly undeveloped area of work in a sensitive and proactive way.

b. Experience of working in diverse bme communities and with a range of organisations in the voluntary and community sector.

c. Sound understanding of the development issues faced by bme voluntary and community organisations and the additional pressures faced by the bme sector and commitment to equal involvement for this part of the sector at all levels.

d. Experience of community development work including organising and facilitating meetings and training sessions.

e. Ability to make contact with people and organisations at all levels.

f. Experience or knowledge of setting up and maintaining a network of groups.

g. Ability to identify and share relevant information and establish ways of sharing skills and capacity-building within the bme sector as well as between sectors where appropriate.

h. Excellent communication skills.

i. Ability to be self-managing and to work to targets and deadlines.

j. Good IT skills, particularly in MS Word, Access, use of email and the internet.

k. Understanding of and commitment to equality of opportunity and diversity

Desirable

a. Understanding of strategic involvement and structures in Leeds or a similar area.

b. 
Understanding of formal organisational structures in the 
voluntary and community sector.

c.  
Experience of setting up and or supporting networking between 
organisations.

Other Requirements:
a. To commit to close team working, open-mindedly practicing appreciation of and respect for colleagues and the complementary roles they have to play in the Leeds Connecting Communities team.

b. To be positive, willing to learn from experience and colleagues, as well as willing to share this as part of the team.

c. To contribute to the overall development of Leeds Connecting Communities through participation in team meetings, training and in other appropriate ways.

d. To participate in regular and recorded supervision and appraisal sessions.

e. To assist with general office duties, for example, answering phones.
f. To work in accordance with Leeds Connecting Communities policies and procedures, and partake in their development and review.
g. To offer support, guidance and/or supervision to students and volunteers placed within the project.

h. To represent the Leeds Connecting Communities in a professional manner at all times.

i. To make presentations on the work of Leeds Connecting Communities as appropriate under the guidance of the Director.

j. To take responsibility for own health and safety and that of colleagues and clients in accordance with organisational policies.

k. To be willing and able to travel to a variety of locations.
l. To maintain a high level of professional confidentiality.

m. Occasional evening and weekend work may be required.

n. Non-smoking office.
Wakefield BME Network, Co-ordinator role description – see Wakefield Infrastructure Partnership role description.
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