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Job Description

	1. POST DETAILS

	Business Centre: 
	Community Services / Community Development 

	Post Title: 
	Community Engagement Officer 

	Post Number:
	

	Working Hours: 
	37 per week

	Grade: 
	7/8

	Work Base: 
	Civic Centre, Station Road, Addlestone, KT15 2AH

	Prepared/Agreed by: 
	Chantal Noble

	Date: 
	June 2022



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to: 
	Community Development Manager

	Directly Supervises: 
	Casual Staff

	3. RESPONSIBILITIES FOR RESOURCES

Receiving up to £300 by card, cheque and cash for activity bookings. Equipment to the value of approximately £8,000. 






	4. JOB PURPOSE 

	Job Purpose
Are you passionate about tackling inequalities, improving outcomes, and empowering individuals and communities?  Do you have experience in planning, leading, organising and evaluating projects?

We are looking for a Community Engagement Officer who can build meaningful partnerships with our residents and community groups - including those we could do more to engage with.

You will facilitate conversations with partners and stakeholders through local area-based task groups, with work directed by the new Health and Wellbeing strategy. Working with the Community Development Manager, you will also assist with the administration of community funding.

You will be part of a small team developing community projects, involving residents and community groups and stakeholders in the process. You will need to understand and interpret data about our communities and how the Council’s strategies will affect them.



	5. MAIN OBJECTIVES AND DUTIES OF THE POST

The main objectives of the post are:


	· Assist in the coordination of opportunities (e.g. events, projects and activities) to help address inequalities and support individuals and communities in the borough, led by the Health and Wellbeing Strategy

· Leading on the Council's area-based community engagement meetings, ensuring they are aligned with Council priorities, strategies, and the needs of communities

· To listen to and encourage communities into having a voice around the services which affect them, particularly seldom-heard communities

· To use evidence-based data, local knowledge, and appropriate strategies to direct the flow of work and drive targeted engagement work

· To raise awareness of Council services and sources of support from the voluntary sector and community groups, including promoting projects via social media 

· To help administer, monitor and promote the Council’s community funding  

· To work with other council officers, youth service, schools, community organisations, sports clubs and voluntary organisations 

· To attend internal and external meetings to present ideas and maximize opportunities for networking, developing effective partnerships and seeking external funding, including the area-based groups

· To establish and develop systems for the monitoring of activity and customer satisfaction in the Borough. Preparing reports as required for both internal and external use

· To provide and implement appropriate budgetary control in accordance with Runnymede Borough Council’s financial policies.

· To ensure that recommended Health & Safety Procedures are adopted are in line with current legislation.

· To transport equipment as required using your own car or the Council’s van.

· To seek external funding for projects and events using knowledge and experience of current national and local funding streams to expand the opportunities available to residents.



	General: The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties may change to meet the requirements of the service.
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