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	Job Title:
	Communities Officer

	
	Service Area:
	Communities

	
	Team:
	Communities

	
	Salary:
	Band 6 – 7 (SCP 24 to 32)



Job Description

‘Individuals and communities who are self-sufficient and able to use their own assets to meet their needs and those of others undoubtedly have better outcomes’
Main Purpose of Job:
1. To work proactively across Council service areas, developing active partnerships with partners, businesses and communities to deliver the Team’s five key outcomes:
· Better outcomes and quality of life for individuals, families, communities and organisations
· Resilient, connected, cohesive and inclusive communities
· Resilient, independent and safe individuals and families, particularly those who are vulnerable
· Reduced health inequalities and improved mental and physical health and wellbeing
· People and communities do more for themselves and, if necessary, can access the right service(s) at the right time

2. To act as lead officer for one of eight East Suffolk Community Partnership areas, using data and local intelligence to identity community assets and needs and supporting both the community and its elected members, with a focus on Asset Based Community Development, Community Safety and Anti-Social Behaviour Reduction and maximising Community Health and Wellbeing.

3. To lead/provide oversight of at least one higher level/specialist area of the Team’s work programme, including Anti-Social Behaviour, Community Safety, Health and Wellbeing, Asset Based Community Development (including Neighbourhood Planning and Community Rights), Supporting Suffolk Families, Equalities, Holiday Activities Fund (HAF) and Digital projects.

4. To support the delivery of programmes and projects identified within the ‘East Suffolk Our Direction 2028’ strategy and the Enabling Communities Strategy.

5. To work effectively as part of the East Suffolk Communities Team (ESCT), supporting and developing colleagues and embodying the team ethos and East Suffolk Council values.



Our Values
You will be expected to work in line with our values which are:
	Proud - Believing in who we are, what we do and where we live7

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team



Key Responsibilities:
1. To act as lead officer for a Community Partnership area, supporting the effective operation of the Partnership and any Task and Finish Groups and delivery against the Community Partnership priorities (including through allocation of the annual Community Partnership budget). To lead the following work areas, projects and activities in that Community Partnership area:

a. Enabling projects and initiatives that support resilient communities, families and individuals by taking an Asset Based Community Development (ABCD) approach that includes capacity building activities, community engagement and community conversations
1. Maximising community safety in the Community Partnership area, including compliance with the Crime and Disorder Act 1998, Anti-Social Behaviour, Policing and Crime Act 2014 and Domestic Homicide Review Statutory Guidance (2016 update).
1. Finding solutions to anti-social behaviour (ASB) by using the relevant tools and powers, under the Anti-Social Behaviour, Policing and Crime Act 2014
1. Support victims of ASB, including through the use of a Risk Assessment Matrix (RAM) to assess risk and vulnerability, and exercise delegated powers in respect of the service of legal notices and other instruments
e. Leading or supporting the delivery of mediation in relation to individuals and/or community disputes
f. Planning, commissioning and implementing diversionary activities for target areas / communities / groups / families 
g. Supporting communities to use Localism Act tools, such as Neighbourhood Planning and Right to Bid, to have a say about the future of their community
h. Supporting the promotion of grant schemes, development of funding applications and assessment of applications from the Community Partnership area
i. Providing oversight and support to Holiday Activity Fund programmes in the Community Partnership area
j. Supporting the development and delivery of community and voluntary sector-led projects to improve health and wellbeing, with a focus on reducing health inequalities and helping people to manage long term conditions 
k. Promoting improved access to services for all communities, with a particular focus on excluded communities and tackling hidden needs

2. To operate as a specialist officer (across the whole of East Suffolk) with higher level expertise in relation to at least one of the specific work areas identified below:

a) Asset Based Community Development – providing advice and support to the rest of the team in enabling communities to have a greater say in the future of their area, including by using localism tools like Neighbourhood Planning and Community Right to Bid, and leading effective engagement activities and events
b) Community Safety / Crime – supporting the work of the East Suffolk Community Safety Partnership (CSP) and ensuring delivery against the five priority themes of the Suffolk Safer and Stronger Communities Board – Modern Day Slavery, Violence Against Women and Girls, Criminal Exploitation, Prevention of Radicalisation and Anti-Social Behaviour
c) Anti-Social Behaviour Reduction – ensuring the Team is up to date and compliant with relevant legislation, supporting Team members to develop solutions to anti-social behaviour, offering support with Team cases assessed as high risk against the Risk Assessment Matrix. Enable the other Communities Officers to lead the exercise of delegated powers in respect of the service of legal notices/other instruments under the Policing and Crime Act 2014 and provide support to the Team through any legal or Court process as a result of potential enforcement action.
d) Equalities – act as lead officer and ‘champion’ for one or more of the ten East Suffolk ‘protected characteristic’ groups, supporting the two Disability Forums and helping manage grant agreements with our VCSE Disability Support organisations, supporting Youth Voice, the Youth Council and the East Suffolk Youth Priority Action Group
e) Holiday Activity Fund (HAF) – co-ordinating the HAF across East Suffolk, working with SCC and each of the eight Communities Officers to ensure a comprehensive and co-ordinated programme in each area and joined up promotion of holiday activities in East Suffolk
f) Digital – supporting the development of digital projects to enable people to access services, community support/activities and reduce social isolation, including the East Suffolk Grandpads

Progression to Band 7
In order to be appointed to or progress from Band 6 to Band 7 individuals need to be able to clearly demonstrate that they have considerable/significant directly relevant experience (in the Team or in a relevant organisation in an equivalent role prior to joining the Team) where they have taken a lead role and have the specialist knowledge to work independently and to make appropriate recommendations, including to Cabinet and Ward Councillors and senior officers;
AND
1. Line Manage one or more staff, including coaching, work planning, performance management and development;
AND/OR
1. Subject matter expertise – extensive knowledge, has produced detailed reports/briefings to Councillors and senior officers on the subject, demonstrates their skills in coaching, advising and support others in the Team in order to develop their confidence and expertise in this subject area;
AND/OR 
3.  Responsible for delivery of a statutory role/service

3. To contribute to the development, implementation and review of strategic documents including the East Suffolk Strategic Plan, Team Service Plan and Enabling Communities Strategy, and a performance management culture/approach that ensures that we can measure and evidence our impact.

4. To bring innovation to the way that services are designed and delivered in East Suffolk by working with internal and external partners to achieve more.

5. To work with the Head of Communities and Communities Manager to maintain and monitor budgets and ensure that income and expenditure are within financial targets and to maximise external funding streams and opportunities and secure additional funding for team projects where required.

6. To use appropriate systems to collect, monitor and analyse data (including ECins and other relevant partnership IT systems), maintain appropriate and secure records about communities, families and individuals and share information with partners about communities, families and individuals in a timely, appropriate and safe way in order to promote joined up working and reduce duplication

7. To keep up to date with relevant legislation (including data protection and safeguarding), national, regional and local initiatives and best practice, and use these to inform ESCT policy and practice

8. To promote Equality, Diversity and Human Rights across East Suffolk, with particular regard to vulnerable communities, families and individuals. Ensure that staff and Councillors are aware of our statutory responsibilities under the Equality Act 2010, including through advice, training and information.

9. Ensure that elected members (including Cabinet Members and Ward members) across the District are provided with the appropriate levels of advice, information, briefing and support in their role as community leaders and can enable key community interventions.

10. Deputise for the Communities Manager and Head of Communities as required.

11. To undertake such other duties commensurate with the grade as may reasonably be required by the Head of Communities and Communities Manager.

Line Manager:		Communities Manager
Responsible for:  	NA

Political Restriction: This post is not politically restricted.

Note:	This is a description of the job as it is constituted in August 2021 but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.

Person Specification
	
	Essential
	Desirable

	Education, Knowledge and Experience
	Band 6 and 7
· A relevant degree (or appropriate professional qualification) or the equivalent level of practical experience (see below).
· Relevant experience in community development/enabling, community safety/ASB and/or health/wellbeing in the public, private or voluntary sector
· Experience of leading the development, delivery and management of programmes and projects based on evidence of need and awareness of project structures, roles, processes and documentation
· Experience of working collaboratively with partners across sectors in order to deliver shared goals, better services and improved outcomes
· Experience of effective community engagement
· Working knowledge of relevant legislation e.g. Localism Act 2011, Equality Act 2010 and the protected characteristic groups, Crime and Disorder Act 1998, the Anti-Social Behaviour, Crime & Policing Act 2014 and Safeguarding
· Experience of providing advice  and support to elected members and senior officers
· Knowledge of the Councils corporate priorities, as set out in the East Suffolk Strategic Business Plan
Band 7
· Considerable/significant  directly relevant experience at a more senior level AND
· Evidence that you have the specialist subject knowledge to work independently and make recommendations, including to Cabinet Members and Ward Councillors, and (where appropriate) make decisions AND
· Experience of direct line management of staff, including work planning, performance management and development AND/OR
· Significant subject matter expertise – extensive knowledge and the skills to coach, advise and support others in the Team in order to develop their confidence and expertise AND/OR
· Responsible for delivery of statutory role/service
	· Experience of managing grant programmes / service level agreements and /or commissioning of services
· Programme and/or Project Management training and experience
· Awareness of the protected characteristic groups
· Experience of undertaking equality impact assessments (EqIAs)
· Understanding of criminal justice and care approaches and restorative justice approaches to resolving problems

	Skills and Abilities:

	Band 6 and 7
· Ability to build effective and positive working relationships with key local partners, including SCC, Police, Probation, health organisations, Town and Parish Councils and the Voluntary, Community and Social Enterprise Sector (VCSE).
· Ability to develop and implement creative and innovative ways of working and problem solving
· Ability to work flexibly and to adapt to change
· Ability to work effectively both as part of a team, and on own initiative
· Good organisational skills and the ability to plan and manage a complex workload, balance competing priorities and meet challenging deadlines
· Ability to identify and secure external funding to assist with delivery of Council and partnership priorities
· Good research and analytical skills
· Excellent communication skills, including the ability to write and present complex information in a manner appropriate to the audience
· Empathetic, diplomatic and able to maintain confidentiality
· Ability to use IT e.g. MS Office for the preparation of reports, spreadsheets and presentations and use of financial systems to monitor expenditure, raise purchase orders, pay invoices etc.


Band 7
· Confidence to challenge constructively and propose alternative solutions
· Ability to lead and support change
· Negotiation skills
· Ability to coach, develop and upskill other staff
· Ability to effectively manage staff performance
	

	Development
	· A commitment to own development through continuing professional development
· Safeguarding training
	· Postgraduate qualification in a relevant area

	Other Requirements
	· Must be mobile / have access to a car to attend business meetings at locations throughout the district on a regular basis.
· Flexible and willing to work outside of normal working hours to attend meetings and events.
· DBS certified
· It will be necessary to work within data protection and confidentiality requirements
	· Knowledge of East Suffolk Council services and procedures
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