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ROLE DESCRIPTION 

	Job Title:
	Interim National Community Development Officer


	Division Name:
	Community Services Division


	Team Name:
	Community Development



	Geographical Focus of Role
	Edinburgh, Lothians and the Scottish Borders

Flexibility will be required as local authority area responsibilities may change depending on the needs of Age Scotland and its member groups


	Location:
	Home-based


	Contractual Status of Role:

Permanent or fixed term
	Start date: 1st October 2020 

Fixed Term maternity cover for an initial 9 months, with possible extension



	Hours:
	0.7 FTE, 24.5 hours per week (working pattern to be agreed with Line Manager)

	Job Title of Line Manager:
	Community Development Manager

	Job Titles and number of any direct reports 
	None



	Salary:
	£32,331pa (pro rata)


	Job Purpose:
	· Empower Age Scotland’s older people’s member groups by providing information, resources and support.
· Using a Community Development approach, co-ordinate the delivery of a programme of national and regional networking, training and engagement opportunities for Age Scotland older people’s member groups.
· Raise Age Scotland’s profile, recruit new members and connect member groups to Age Scotland’s services, offers and activities.
· Support the development of a team of Age Scotland Regional Ambassadors.


	Main Responsibilities/ Deliverables:


	Working as a team:
· Raise the profile of Community Development internally encouraging closer partnership working and collaboration across the organisation.
· Identify the training, development and support needs of Age Scotland’s older people’s member groups.
· Build and maintain a bank of information, toolkits, and resources to address the training and development needs of Age Scotland’s older people’s member groups.
· Grow and maintain effective links with other organisations and services which are also concerned with older people and later life and who can offer relevant information, advice and support.
· Be a central source of information, advice and support operating peripatetically to strengthen Age Scotland’s older people’s member groups and enable them to deliver their services and activities.
· Help to recruit a team of Regional Ambassadors and support Regional Ambassadors to carry out their role (Regional Ambassadors are members of Age Scotland who give their voluntary time to work on behalf of the charity).

· Plan, organise and deliver an ongoing programme of regional network meetings, policy engagement events and a national conference for Age Scotland older people’s member groups.
· Contribute to the successful delivery of a small annual grants programme open to Age Scotland member groups on a national and/or regional basis.

· Publicise the work of Age Scotland’s older people’s member groups identifying, recording and cascading effective practice.
· Deliver talks and host stalls to promote Age Scotland’s services and activities.
· Ensure activity and impact recording is maintained via Charity Log (Age Scotland’s management and information system), and that data is up to date and fit for purpose. 

· Be aware of and comply with all legislation and procedures e.g. data protection, vulnerable adult, health and safety and equal opportunities.




PERSON SPECIFICATION

	ESSENTIAL
	DESIRABLE

	

	Experience:
	

	Demonstrable experience of working with groups and partner organisations in a community development setting.
	

	

	Knowledge:
	

	Understanding of the voluntary/community, statutory and private sectors in relation to the provision of community-based services
	Understanding of the voluntary/community, statutory and private sectors in relation to the provision of services to older people.

	Understanding of community development, capacity building and empowerment processes.
	Knowledge of social policy issues and understanding of issues facing older people.

	

	Skills:
	

	Excellent communication skills - verbal and written including facilitation and presentation skills.
	Negotiating and influencing skills.



	Understanding of the importance of evaluation and experience of demonstrating impact in relation to outcomes.
	

	Analytical skills.
	

	Time management skills and prioritising skills.
	

	IT skills, including Microsoft Office and Charity Log, or equivalent Management Information System.
	Good working knowledge of MS Teams and Zoom, or equivalent video conferencing platforms.

	Ability to work to own initiative and undertake own administrative support.
	

	Ability to work with team colleagues in a manner consistent with the values of the organisation and highest levels of empathy with the mission of the Charity.
	

	Flexible, adaptable and willingness to engage in self-development.
	

	

	Qualifications:
	None specifically required

	

	Additional Requirements:

	The role requires occasional travel in Scotland and the wider-UK, involving possible overnight stays.
	

	Resident in main local authority area of responsibility.
	

	A full driving licence is essential. 
	

	An understanding of and commitment to equal opportunities
	

	Commitment to work alongside and support volunteers 
	

	Commitment to the aims and vision of Age Scotland and an ability to demonstrate those values in your work
	

	Employees are expected to undertake any and all other reasonable and related tasks allocated by their line manager.
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