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JOB DESCRIPTION

	Job Title
	Development Officer 

	Reporting to
Accountable to
	Director 
Engage with Age Ltd

	Salary
	NJC point 29 (£25,951 pro rata)

	Hours
	2 days (14 hours) including occasional evening and weekend work for which time off in lieu will be given

	Contract
	Fixed term to 31 March 2018 with a possible further one-year extension dependant on funding 

	Location
	Engage with Age Office, Belfast. The posts will cover North, South, East and West Belfast

	
	


Job Purpose
To increase involvement of older people in identifying and responding to needs within their own community and will focus on empowerment through training and support for older people to act as community leaders.

Main Responsibilities
1. Support and develop the Greater Belfast Senior’s Forum (G6).
2. Facilitate monthly G6 meetings, produce and co-ordinate regular information to members.

3. Oversee the delivery of annual G6 Action Plan.

4. Ensure strong communication and collaboration between G6 members and member forums.
5. Facilitate G6 engagement with decision makers that affect the lives of older people.
6. Identify training needs and facilitate training programmes for groups that develop and support Forums and Groups across Belfast.
7. Promote the training using a range of communications methods, including social media. Develop and distribute appropriate written information to reach the identified target group/s.
8. Reach new groups of older people previously not engaging with Engage with Age or suitable training opportunities.
9. Maintain accurate statistics and other monitoring information, including user satisfaction and impact evaluation surveys, in line with Engage with Age’s procedures. 

10. Take the lead in reporting to the funder.

11. Contribute to the management and spend of the project budget and ensure that the conditions of funding relating to the project are met.
General Responsibilities
1. Work closely with other staff in ensuring the involvement of older people in planning and development of Engage with Age and partner’s services.

2. Participate in neighbourhood events that involve or target older people and to participate in Engage with Age and partner’s events as appropriate.

3. Abide by Engage with Age safeguarding, equal opportunities and health and safety policies.
· This role description is not intended to be exhaustive in every respect, but rather to clearly define the fundamental purpose and responsibilities for the role.

· In addition to the contents of this role description, employees are expected to undertake any and all other reasonable and related tasks allocated by line management.
PERSONNEL SPECIFICATION

Applicants must be able to demonstrate through example/s on their application form, evidence of the following core competencies which may also be tested during the interview/assessment process.
E = Essential. D = Desirable




Assessed: A = Application. I = Interview
	Dimension
	Scope
	E
	D
	Assessed  



	Experience
	Five years’ experience of working in a community development role and delivering projects.
	*
	
	A + I

	
	Demonstrable experience of working with groups in a community setting.
	*
	
	A + I

	
	Demonstrable experience of organising training activities and programmes.
	*
	
	A + I

	
	Experience of monitoring and evaluation and gathering information to support report writing to funders.
	*
	
	A + I

	
	Experience of partnership working at community level.
	
	*
	I

	
	Experience of managing and reporting against a small budget.
	
	*
	A

	Knowledge, Skills & Attributes
	
	
	
	

	
	Working knowledge of community development practice.
	*
	
	A + I

	
	Excellent communication, particularly one to one, and group facilitation skills.
	*
	
	 I

	
	Ability to work on own initiative and as part of a team
	*
	
	I

	
	Proven ability to meet and maintain targets and outcomes
	*
	
	I

	
	Demonstrate the commitment and enthusiasm required to deliver a successful project
	*
	
	I

	
	An understanding of the challenges and needs of older people working at a community level.
	*
	
	A + I

	
	Proficient in the use of computer programmes including Word and Excel.
	*
	
	A

	Qualification
	Degree level or equivalent qualification in a related discipline
	
	*
	A

	Requirements
	Ability to travel throughout Belfast and occasional travel to other parts of Northern Ireland
	*
	
	I

	
	Ability, on occasions, to work outside office hours
	*
	
	I


For further information on Engage with Age refer to our website www.engagewithage.org.uk and Facebook
Engage with Age retains the right to use enhanced criteria for short listing if required.
