Community Engagement Coordinator
JOB DESCRIPTION
Job Title: 
Community Engagement Coordinator 
Hours:

28 hrs per week
Contract:
Permanent
Location: 
Based at our day centre and with travel all around Wandsworth
Salary: 
£28,772 per annum pro rata
Reports to:
Day Centre Coordinator and Director of Operations and Quality
Manages: 
Community Engagement Project Assistants and volunteers

Purpose of Job:
The Community Engagement Coordinator will be responsible for the delivery of Age UK Wandsworth’s new community engagement programme, which launched in 2023. The successful candidate will work closely with the Day Centre Coordinator and Director of Operations and Quality to deliver this ambitious new vision to support older people in Wandsworth. 
The service aspires to support, but is not limited to, older Wandsworth residents in the following groups: BAME; dementia; digitally isolated; financially isolated; LGBTQ; socially isolated; women; and those with, or at risk of, mental and/or physical ill health and disabilities.
The service will include delivering classes, hosting events and working with clients 1-1 in their homes and in group situations in our day centre, and in community settings such as libraries, job centres, sheltered accommodation, schools and other voluntary sector organisation hubs. 
The Coordinator will lead the OPAG (Older People’s Advisory Group), which ensures we are hearing, and actively responding to, the voices of a variety of older residents in our target groups. In addition, the Coordinator will develop and manage a grant-giving system, with appropriate monitoring and reporting expectations, whereby we fund smaller charities and community groups to run innovative projects that support our target groups. 

The Coordinator will need the written communication skills to apply for small funding pots (from £500 up to £25K, as and when opportunities arise) to grow the service further and engage “hard to reach” groups in Wandsworth. The Coordinator needs to be able to inspire and manage staff, as well as recruit and manage a core group of volunteers to help deliver a variety of projects. They will have an eye for detail to ensure the service is carefully monitored and data evaluated. The Coordinator will need to be comfortable presenting to and liaising with our commissioners in Wandsworth Council, who are as excited as we are by this brand new service in central Wandsworth.
Main Duties and Responsibilities:
1. Be responsible for the delivery and day to day leadership and management of the various service projects (digital and community) and the staff and volunteers who work within it. 
2. Take appropriate referrals from a variety of sources, acknowledge referrals and assess clients. During these visits carry out assessments and create a support plan in consultation with the person, and signpost and refer to any other appropriate services in Wandsworth.
3. Lead and line manage staff in the service, ensuring they receive regular feedback, support and training in order to add value to the service.

4. Establish an OPAG that listens and responds to the voices of older residents in the service’s target groups.
5. Recruit and interview new volunteers and then when DBS checks are completed and satisfactory, provide induction training to volunteers, match volunteers to appropriate projects and/or clients. Provide regular and on-going support for all volunteers and ensure they comply with Age UK Wandsworth’s policies and procedures. Ensure that volunteers receive access to and complete suitable training.
6. Develop and manage our grant-giving system (e.g. application process, scoring, offering, monitoring, reporting, etc) that allows smaller charities and community groups working with our target client groups to apply for grants from us to run activities that align with the service.

7. Create a yearly calendar of themed events (e.g. Silver Sunday, Black History Month, Pride, to name but a few) for the charity and be responsible for celebrating key events with our clients, staff and volunteers, particularly at the Day Centre.
8. Build a working knowledge of local and national resources, including services and activities that are relevant to the various client groups and ensure clients are aware of the services that are appropriate for them.
9. Proactively seek, and apply for, financially viable opportunities to expand the service offering in line with Age UK Wandsworth’s vision.
10. Be proactive about advertising successes, e.g. on social media, impact reports, etc.

Monitoring and Evaluation:
11. Develop and maintain effective recording and monitoring systems, ensuring all paperwork relating to clients and projects is kept up to date and available for monitoring and reporting purposes.
12. Collate monitoring data and ensure volunteers provide regular updates on their activity.
13. Prepare comprehensive reports as required for internal and external purposes, which will include persuasive case studies.
14. Implement client feedback systems for each project. Review and monitor projects with the aim of improving the quality, flexibility, responsiveness and effectiveness of Age UK Wandsworth’s community engagement.  

General:
15. Work within Age UK Wandsworth’s policies and procedures, ensuring these are carried out in relation to the role. 
16. Travel independently around the London Borough of Wandsworth to attend home visits, community events, meetings, and any other relevant events.

17. Undertake clerical or administrative duties and responsibilities as appropriate to the role or as requested by the funders, Day Centre Coordinator, Director of Operations and Quality, and CEO.

18. Attend staff meetings and undergo regular supervision and training.
19. Undertake any other duties to grow the service and as may be deemed necessary by the Day Centre Coordinator, Director of Operations and Quality, and CEO.
This job description will be reviewed on a regular basis and may be subject to change, particularly as the needs of the service and clients change. 
PESRON SPECIFICATION
Knowledge & Experience:
1. Experience of successfully developing a project/service 
2. Experience of supporting and/or working with older people and marginalised groups 
3. Broad understanding of current issues affecting older people, for example, loneliness, financial hardship and digital isolation, particularly in a locality such as Wandsworth 
4. Experience of recruiting, training and working with volunteers 
5. Experience of supporting, managing and improving performance of staff and volunteers 
6. Knowledge and experience of budgetary management 

7. Experience of motivating and line managing junior staff to ensure optimum performance 

Skills & Abilities:
8. The “can-do/roll up your sleeves”, confident approach that is necessary for a growing project/service 

9. Ability to organise, prioritise and plan work including managing change and using initiative when faced with challenges
10. Ability to independently manage a full workload and work to deadlines 
11. Ability to engage with a range of people from all sectors, including other professionals 

12. Ability to work collaboratively as part of a senior and wider organisational team and to support others wherever possible during challenging situations 
13. Commitment to the principles of Equal Opportunities and Safeguarding 
14. Excellent communication skills, both oral and written should be sufficient to funding applications, write letters, case studies and reports, etc, for the purposes of monitoring and evaluation 
15. IT skills in Windows and Excel. Experience of working with databases and of working in a networked environment

16. A friendly, open personality, with an ability to communicate with a diverse range of people 
