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Job Description and Person Specification


POST TITLE:	Volunteering and Community Development Worker (Communities Team)

[bookmark: _Hlk245469957]DURATION:            	Permanent, subject to initial 6 months probationary period

HOURS OF WORK: 	21 hours per week, to be worked in accordance with TSI Dundee Conditions of Service. Occasional evening and weekend work will be required.

[bookmark: _GoBack]SALARY: 	£24,479 FTE (pro-rata) - £14,687.4 PTE 

CONTEXT OF POST: The post holder will be employed by TSI Dundee (formerly known as DVVA), and work on key areas to support individuals, communities and the Third Sector in Dundee to develop and thrive. 
                                  	This role is funded by the Dundee Health and Social Care Partnership, and responds to key issues identified by communities, local partners, and strategic plans.   

PURPOSE OF POST:	To work with Dundee communities, promoting and encouraging volunteering, supporting groups and organisations to create positive change across communities. This role contributes to establishing a more resilient and sustainable Third Sector in Dundee through the provision of inclusive volunteering, organisational support, networking and coordination, training opportunities and evidence-based interventions. 

MAIN DUTIES:		

Volunteering 

· Respond to volunteering enquiries, acting as a bridge between people interested in volunteering and organisations that are looking for volunteer support

· Maintain a relationship with, and an active understanding of local organisations that recruit and involve volunteers, to ensure prospective volunteers are referred to relevant opportunities

· Develop resources and communications that support awareness raising and participation in volunteering

· Collaborate with organisations to overcome barriers to involvement, and support them to welcome and retain volunteers from all backgrounds and abilities

· Promote volunteering and its benefits to individuals and groups though community drop-ins, information sessions, meetings and events

· Create positive working relationships with organisations where there is potential for people to gain and develop skills, progress into employment, and give back to the community


Community engagement 

· Develop working relationships with services, organisations and communities to promote volunteer involvement and community participation

· Engage with communities and partners through consultations, awareness, learning and training events to identify gaps and opportunities

· Promote collaborative working and contribute to collective action
 

Organisational Development and Capacity Building 

· Provide opportunities for organisations and communities to develop their own capacity and create positive change, based on principles of good practice and coproduction

· Contribute to the development and delivery of networking, learning and development opportunities to help organisations and groups to build connections, share knowledge, and create opportunities for partnership working  

· Provide guidance on best practice in volunteer management, and governance


Contribute to the development, delivery and evaluation of TSI Dundee Communities Team work

· Identify and report issues and knowledge gaps amongst volunteers, volunteer-involving organisations and communities

· Undertake monitoring requirements, report against outcomes and provide service updates as required 

· Collaborate with colleagues from the Communities Team to contribute to service developments and meet shared outcomes





GENERAL DUTIES

· Demonstrate commitment to the work of TSI Dundee 
· Work in accordance with TSI Dundee policies and procedures


OTHER DUTIES
The job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties as it is recognised that jobs change over time.  Should the duties change radically then the post and grading will be reviewed.

CONDITIONS OF SERVICE
· These are set out in the organisation’s staff handbook.
· All staff meeting the qualifying criteria may join a defined contribution pension scheme provided by TPT Retirement Solutions. 
· The organisation has an equal opportunities policy and seeks to be an equal opportunities employer.

ANNUAL LEAVE: 21 days per annum on appointment increasing each year by 1 day to a maximum of 25 days, plus 6 public holidays, plus 5 days Christmas and New Year/festive holiday closedown.

LOCATION: Number Ten, 10 Constitution Road, Dundee, DD1 1LL. 





Person Specification


	
	Essential 
	Desirable 

	Professional/Educational Qualifications
	
	

	Relevant qualification such as Social Services, CLD/ Community Education or equivalent professional or volunteer experience.
	Yes
	

	Knowledge and Experience
	
	

	Knowledge of the ethos of the voluntary and community sectors
	Yes 
	

	Local priorities and issues faced by communities/ individuals 
	Yes
	

	Health inequalities 
	Yes
	

	Establishing and maintaining effective working relationships
	Yes
	

	Successful track record in engagement and community development
	Yes
	

	Capacity building and development work with organisations and groups
	Yes
	

	People-led and asset-based approach
	Yes
	

	Creation, delivery/facilitation and evaluation of awareness/information/training sessions
	
	Yes

	Skills and abilities
	
	

	Excellent communication skills, both oral and written
	Yes
	

	Excellent organisational skills with the ability to handle multiple tasks simultaneously
	Yes
	

	Strong interpersonal skills, with the ability to manage internal and external relationships effectively
	Yes
	

	Project planning, target setting, monitoring and evaluation
	Yes
	

	Networking and collaboration
	Yes
	








	Ability to work within a team as well as on own initiative
	Yes
	

	Ability to organise and manage resources 
	Yes
	

	Ability to research, identify and 
develop volunteering opportunities
	Yes
	

	Ability to motivate others
	Yes
	

	Personal Qualities
	
	

	Self-motivated, enthusiastic and committed
	Yes
	

	Flexible approach with an ability to meet deadlines
	Yes 
	

	Curios, open-minded, resourceful, creative and innovative
	Yes
	

	Additional Job-Related requirements
	
	

	Level 1 Disclosure
	Yes
	

	Flexible working which may include evening and occasional weekend work
	Yes
	

	Driving Licence and access to a car
	
	Yes































EMPLOYEE BENEFITS AT TSI DUNDEE
Work/Life Balance
Generous annual leave and public holidays, including 2-week shutdown over Christmas/New Year.
Increased annual leave entitlement based on length of employment.
We have a supportive and inclusive culture promoting the wellbeing of our staff through regular Support and Supervision and our Work Life Balance policy (including flexitime). We are also continually developing our Dignity at Work and Family-Friendly policies. 
 
You/Your Family
Enhanced sick pay entitlement.
Increased sick pay entitlement based on length of employment.
 
Finances
We are a Real Living Wage employer. 
 
Opportunities at Work
Opportunities to undertake training relevant to your role and professional/personal development.
Recognition agreement with UNITE giving you legal support and much more.
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