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Job Description and

Person Specification
POST TITLE:
Social Isolation Participation and Engagement Coordinator  

DURATION:
Permanent 
HOURS OF WORK: 
35 hours per week, to be worked in accordance with DVVA Conditions of Service

SALARY: 
Grade 4 £27,278 – 30,309 pro rata (based on FTE 35 Hours)  
PURPOSE OF POST:

The Participation and Engagement Coordinator will be responsible for supporting and promoting the active participation and engagement of older people in the planning, development and delivery of services across third, public and statutory sectors.  




This post will be instrumental in supporting older people and representing groups to provide a strong, coherent and collective voice.  It will strengthen engagement of grass-roots initiatives, community groups and Third Sector partners with community planning and development.    
MAIN DUTIES:


· Work with organisations and individuals to co-produce services and supports that identifies and responds to the needs of local people’s group and address their needs in relation to design and delivery of services across the City.
· Provide accessible mechanisms to enable older people and Third Sector organisations and community groups to contribute to strategic planning groups such as Frailty Strategic Planning Group and Falls Group.
· Directly influence policy development at a strategic level.
· Support older people’s groups to promote the active involvement of older people in the planning, development and delivery of services across public and statutory sectors.
· Build capacity and support sustainability of older people’s groups to enable them to be involved in the planning, design and delivery of services.
· Develop effective methods of communication and service user participation designed to influence older people’s services at strategic level including those who are socially isolated i.e. forums, panels and action groups.

· Support and contribute to partnership working which responds to local issues and needs relating to older people’s groups.
· Keep up to date with legislation and policy changes that affect older people and interpret and disseminate information ensuring comprehension. 
· Organise and promote opportunities for older people and organisations to come together, share information and promote collective action through a series of forums, events and roadshows.

· Actively pursue consultation involvement by linking older people with existing services and resources.

· Promote opportunities which improve socialisation and learning opportunities for older people.

· Source and apply for funding which further enhance older people’s activities and resources.

· Use IT systems provided for recording and communication purposes.
· Maintain accurate records of attendances, outputs and outcomes to evidence work undertaken.
· Compile progress reports and monitoring information for DVVA Board, Management and Dundee City Council’s Contracts Team.

· Line management duties
· Promote the benefits and the work of Social Isolation Volunteers 

· Work with colleagues to promote and fulfil the objectives of the Social Isolation Team as well as the wider DVVA Strategic Plan

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.

PVG: This job requires contact with vulnerable groups, therefore you will be required to gain/maintain PVG Scheme membership
TRAINING: Staff may make application to pursue appropriate training. 
JOB DESCRIPTIONS are reviewed from time to time.
Person Specification
	
	Essential 
	Desirable 

	Professional/Educational Qualifications
	
	

	Qualified to degree level or minimum 3 years practical relevant experience
	X
	

	Project Management Qualification
	
	X

	Knowledge and Experience
	
	

	Experience of managing staff
	X
	

	Experience of work within the Third Sector
	X
	

	Issues faced by older people
	X
	

	Establishing and maintaining effective working relationships.
	X
	

	Successful track record in community development
	
	X

	Social inclusion policies and agenda
	X
	

	Project Management
	
	X

	Planning, target setting, monitoring and evaluation
	X
	

	Development work with voluntary and community groups
	X
	

	Cross-sector collaboration
	X
	

	Experience of working with Volunteers
	
	X

	Health and Social Care Partnership (HSCP) working
	
	X

	Skills and abilities
	
	

	Excellent communication skills, both oral and written
	X
	

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

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

	Strong leadership skills
	X
	

	Advanced IT skills, including in the use of Microsoft Office
	X
	

	Project management skills including planning, delivery, monitoring and evaluation
	X
	

	Ability to motivate and develop others and manage quality and performance
	X
	

	Ability to engage with a wide range of stakeholders
	X
	

	Ability to identify needs of specific groups
	X
	

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

	Personal Qualities
	
	

	Self-motivated, enthusiastic and committed
	X
	

	Highly innovative and experienced in designing new systems and processes
	
	X

	Flexible approach with an ability to meet deadlines
	X
	

	Additional Job-Related requirements
	
	

	Satisfactory PVG check 
	X
	

	Flexible working which may include evening and occasional weekend work
	X
	

	Driving Licence and access to a car
	
	X
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