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Job Description and

Person Specification
POST TITLE:
Project Worker
DURATION
12 months (subject to additional funding)
HOURS OF WORK: 
17.5 hours per week, to be worked in accordance with DVVA Conditions of Service
SALARY: 
Grade 2 £18,298 - £19,890 pro rata
PURPOSE OF POST:
To assist in the development of the Community Hubs linking in with the funding outcomes providing a delivery centre for services based upon the needs of the community. The post holder will engage with other services around Dundee providing needs-based services. The post holder will assist in the food larder, deliveries and the food provision in the Hub as well as attending meetings and staff training as required. 

MAIN DUTIES:


· Continuously reach out to, engage with and support local residents to identify their passions, strengths, skills, knowledge and interests (i.e. community assets).

· Enable individuals to come together and create new opportunities to reduce food waste and independence regarding food choices.

· Support activity groups and support the existing groups from the Lochee and Whitfield Hubs
· Provide on-going support to strengthen and develop new and existing groups, working with participants and volunteers to help the groups become self-managing and sustainable.

· Plan, prepare and maintain all necessary documentation to support the efficient and effective operation of community engagement activity, groups and the monitoring and evaluation of individuals and groups.

· Maintain positive working relationships with key partner organisations in Lochee and Whitfield Hubs and the wider Dundee-city area.
GENERAL 

•
Contribute to quality assurance, which will ensure compliance with existing quality systems such as EFQM and Good Governance Award. 

•
Be aware of any areas of risk and advise on improvements

•
Be committed to the work of DVVA and promote team working.

•
Be committed to work of the Third Sector Interface and promote partnership working 

•
Work in accordance with the organisation’s 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 closedown. Pro-rata for part-time staff. 
LOCATION: Initially, the post holder may be required to work from home due to Covid-19 restrictions. There may be an option for the post to be a blend of home and office working in future. Our main office is based in Dundee city centre and we also have community locations in Lochee and Whitfield.
TRAINING: Staff may make application to pursue appropriate training. 
JOB DESCRIPTIONS are reviewed from time to time.
Person Specification

	ESSENTIAL
	DESIRABLE

	Educational qualifications that are relevant to this post and/or significant past work or volunteer experience

	

	
	Knowledge of evaluation techniques, particularly identifying indicators of more intangible outcomes (e.g. self-confidence, self-efficacy, sense of belonging) and implementing approaches to capture, record and analyse this information


	
	Knowledge of Whitfield/Lochee and the organisations operating there


	Facilitating community led groups
	Experience of working in youth/family work.

	Community engagement experience

	

	Highly motivated with an encouraging nature

	

	Passion for community engagement and involvement

	

	Ability to build and maintain relationships based on trust and respect

	

	Excellent verbal and written communication skills 

	

	Organisational and time management skills

	

	Strong ICT skills and competency in Microsoft Office

	

	Flexible working which will include evening and weekend work

	

	PVG and satisfactory references


	

	
	Driving licence with access to a car
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