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	Job Title
	Communities Assistant
	Post Number
	SC927T

	Grade
	National Minimum Wage
	Service Area
	Housing & Communities

	Special Conditions 
	Fixed term student placement 
	Additional Benefits

	Casual Car User

	Authorised by
	Director of Housing & Communities
	Date
	February 2025



Job Purpose
	The purpose of this role within the Council is:
	To support the work areas of the Communities Team to assist in the effective delivery of a range of activities, projects and other initiatives aimed at supporting strong, resilient and sustainable communities. 


	Responsible for demonstrating commitment to working in line with the Councils' values

	Responsible for championing and demonstrating the Council’s Leadership Behaviour Framework

	The postholder works for:
	Youth & Equality Officer

	The postholder manages \supervises:
	None




	
Key Accountabilities (All accountabilities will be carried out in line with the Council’s policies, procedures and relevant regulations and legislation)


	
1
	To support the implementation of delivering our ‘We are Wychavon’ Strategy 2024 - 2028.  Including consultation and engagement activities on a range of projects working with the Housing and Communities Team
 

	2
	To work with officers to support the development of strong, resilient and sustainable communities through engaging with and providing support to a range of voluntary and community organisations, youth groups, parish and town councils and others.  


	
3
	To develop, maintain and promote a community asset database. Assist with local asset mapping of communities, linking in with local engagement activities and managing contact databases for distribution lists and networks. 


	
4
	To assist in the organisation, delivery and evaluation of community-focused activities, projects, events and funding schemes.  Including work with schools, local democracy days and resident engagement activities. 


	
5
	To support work around local partnerships, public health initiatives, social mobility and Asset Based Approaches to communities. 


	
6
	To help develop Wychavon’s approach to equality, diversity and Inclusion (EDI) by developing staff resources and supporting wider networks and events. 


	
7
	Provide support to key projects and networks including the Wychavon Youth Network and District Health Collaborative.  Including arranging meetings, co-ordinating calendars, agendas, minutes and room bookings. 


	
8
	Carry out research projects and analyse data and trends emerging from community support packages such as Household Support Funding, youth commissioning contracts, social mobility grants using PowerPoint presentations and infographics. 


	
9
	Support the delivery of community projects, grant funding activities, events and team activities relating to our priorities and promises including consultation events, engagement work, youth projects and internal health and wellbeing sessions. 


	10
	Find new ways to promote services and projects through digital engagement, social media and getting a spotlight on community stories and activities in liaison with our Communications Team. 


	11
	To undertake relevant training opportunities and share the learning 


	12
	To comply with all aspects of the Council’s Code of Conduct, health and safety legislation and the Council’s safety practices. 


	13
	To carry any other duties commensurate with the grading of the post as may be required by the Community Development Team and other teams across the council. 






NOTES:

1. Duties will inevitably develop and change as the work of the Council changes to meet the needs of our customers.  Employees should therefore expect periodic variations to job descriptions, and the Council retain this right.  This job description will be supplemented on a regular basis by individual objectives derived from Council strategies.

2. Where an applicant or an existing employee is or becomes disabled (as defined by law) and inform the Council fully of their requirements reasonable adjustments will be made to the job description wherever possible. 



[image: logo_blue]KEY REQUIREMENTS



	Qualifications (or knowledge and experience at an equivalent level)

	Essential
	Desirable

	Minimum of two ‘A’ levels or equivalent

	E
	

	In education or training – looking for a placement as part of working towards a higher educational program or equivalent

	E
	

	Relevant qualifications relating to working with communities such as Youth, first aid, mentoring, digital comms or other qualification

	
	       D




	Experience

	Essential
	Desirable

	Good listening, oral and written communication skills 

	       E
	

	Computer literate and competent in the use of Windows–based packages including Microsoft Teams 

	       E
	

	Good interpersonal skills including dealing effectively with people face to face, on the telephone and in writing. 

	       E
	

	Experience of working with community groups in a voluntary or employed capacity. 

	
	D

	Knowledge of digital media, promotion and marketing 

	
	D




	Skills Required

	Essential
	Desirable

	Ability to travel to locations throughout the district

	E
	

	Good listening, oral and written communication skills

	E
	

	Computer literate and competent in the use of Microsoft-based packages

	E
	

	Good time management skills

	E
	

	Ability to work independently to tight timescales

	E
	

	Good interpersonal skills

	E
	

	Research and reporting skills

	        E
	

	Experience of community groups and clubs, event management 

	
	D

	Volunteering in a community setting e.g. youth, sports club, food bank, charity 

	
	D

	Competent in application of their analytical skills

	
	D

	Interest in Equality, Diversity and Inclusion

	
	D

	Knowledge of voluntary sector organisations and understanding of Asset Based Community Development

	
	D



	Behaviours

	Essential
	Desirable

	Be able to work in a variety of community settings

	E
	

	Be prepared to work evening and weekends

	E
	

	Possess a confident and sociable persona

	E
	



Note: Applicants who are disabled (as defined by law) will be guaranteed an interview if they meet the essential criteria provided that this information is noted under the relevant section of the application form.
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