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Development Worker
JOB DESCRIPTION

	Post:
	Development Worker

	Salary:
	Salary pro rata £26,500 - £28,750 (£13,250 - £14,375)

	Contract:
	Fixed Term until 31st January 2014

	Employment:
	The employing body is Action for Sustainable Living. This is a half time post, the working hours per week will be 20. The nature of the work involves unsociable hours with evening and occasional weekend requirements. Holiday entitlement is 20-25 days per annum depending on length of service.

	Responsible to:
	Designated trustee of Action for Sustainable Living

	Responsible for:
	Community/Schools Co-ordinators, Volunteer Co-ordinator, Administrator

	Main Contacts:
	Project Management Group, South Manchester Environmental Forum, project team, other AfSL staff, other external agencies and networks working in South Manchester.

	Policies and Procedures:
	The post holder must carry out his/her duties with full regard to Action for Sustainable Living policies, including Equal Opportunities, Child Protection, Data Protection, Confidentiality, Health & Safety, Sustainability, Volunteering and is expected to acquaint themselves with all policies and procedures and keep themselves informed of all updates.

	Disability:
	Where the post holder is disabled, every effort will be made to supply all necessary employment aids and equipment to enable the person to carry out the full duties of the post.

	Main Purpose of the Post:

At the core of this project is community engagement: supporting individuals and groups to develop and realise their vision and, in the process, help to create stronger and safer communities.

The Development Worker will lead this important project, ensuring that the outcomes are achieved and that they result in lasting change in the communities involved. Although it is anticipated that the Development Worker will be involved with the volunteers, the main focus of the job is ensuring that the programme is delivered effectively and that its achievements are widely promoted. Close relationships with key partners will be critical.


Development Worker
Key tasks:

· Manage the Co-ordinators and Administrator and resources associated with the project.

· Develop the project plan and milestones, maintain an overview of the project, monitor performance, evaluate and if necessary re-direct resources to achieve the project and programme.

· Report on programme, progress and financial position at least quarterly to the Project Management Group and funders.

· As advocate for the project, cultivate relationships with stakeholders and partners to raise its profile and maximise potential to extend the impact and increase the sustainability of projects.

· Convene and support the Environmental Forum.

· Develop a fund raising strategy to secure additional funding as necessary for the programme.

· Effectively promote the programme  and support community engagement through AfSL’s website, range of resource, training, publicity and marketing materials 

· Contribute to the ongoing work of AfSL generally, including attending appropriate meetings and training.
Person Specification:
For this job we are looking for:

Skills, knowledge, understanding and experience

At least 3 years’ experience of planning and managing complex projects in or with the voluntary sector, maintaining progress and reporting against clear milestones.

Experience of managing staff and commissioning work from others.

Excellent listening, verbal and written communication and reporting skills.

Experience of public speaking.

Advocacy skills to inspire and engage others.

Ability to chair and manage meetings to harness contributions, maintain focus and lead to clear decisions and action.

Understanding of best practice and ‘leading edge’ in environmental sustainability.

Good administrative, budget management and keyboard/IT skills.

Experience of working with Microsoft Office applications.

Personal style and behaviour

Invests in own reflection, review and development.
An external focus, on outcomes and benefits for stakeholders, communities and users.

Motivated, able to work flexibly and manage own work environment and workload.

Ability to apply creative thinking to achieve solutions or maximise opportunities.

Community/Schools Co-ordinator

JOB DESCRIPTION

	Post:
	Community/Schools Co-ordinator
(2 posts from April 2010, 1 post from April 2011)

	Salary:
	Salary in the range £23,050 - £25,420 pro rata (£11,525 - £12,710).

	Contract:
	Fixed Term until 31st January 2014

	Employment:
	The employing body is Action for Sustainable Living. This is a half time post, the working hours per week will be 20. The nature of the work involves unsociable hours with evening and occasional weekend requirements. Holiday entitlement is 20-25 days per annum depending on length of service.

	Responsible to:
	Development Worker

	Responsible for:
	Local Project Managers (voluntary positions)

Local volunteers

	Main Contacts:
	Project team, Local Project Managers and volunteers, other external agencies and networks working in South Manchester, South Manchester Environmental Forum, other AfSL staff.

	Policies and Procedures:
	The post holder must carry out his/her duties with full regard to Action for Sustainable Living policies, including Equal Opportunities, Child Protection, Data Protection, Confidentiality, Health & Safety, Sustainability, Volunteering and is expected to acquaint themselves with all policies and procedures and keep themselves informed of all updates.

	Disability:
	Where the post holder is disabled, every effort will be made to supply all necessary employment aids and equipment to enable the person to carry out the full duties of the post.

	Main Purpose of the Post:

At the core of this project is community engagement: supporting individuals and groups to develop and realise their vision and, in the process, help to create stronger and safer communities.  The Co-ordinators are central to this vision.

The Coordinator will promote and embed sustainability through projects in one or more geographical areas, working with and through a team of voluntary Local Project Managers who are the points of contact for their local community.  (See LPM Background info for a more detailed description).


Community/Schools Co-ordinators

Key tasks:

· Become familiar with the communities, make links with target community organisations, schools and colleges, business representatives, health agencies and key stakeholders and decision makers in locality. 
· Recruit, select, induct, mentor and support up to 15 Local Project Managers.
· Work with LPM’s to identify, plan, monitor and evaluate projects with clear milestones, to benefit local communities and achieve project targets and outcomes.
· Respond appropriately to opportunities and problems identified by LPMs.

· Supervise and support Local Project Managers in recruiting and managing volunteers.

· Promote the projects and achievements of volunteers through local events.

· Support delivery of training to LPMs and volunteers.

· Report on progress and evaluation to Development Worker, make recommendations for improvement.

· Contribute to the ongoing work of AfSL generally, including attending appropriate meetings and training

Person Specification

For this job, we are looking for: 
Skills, knowledge and understanding, experience
At least 1 year’s experience of planning and delivering projects in or with the voluntary sector, maintaining progress and reporting against clear milestones.

Good listening, verbal and written communication and reporting skills.

Experience of public speaking.

Consultative and facilitating skills.

Experience of co-ordinating projects with a small team, and without direct line management authority.

Experience of working with volunteers.

Chairing and meeting skills.

Good administrative, keyboard and IT skills, including experience of Microsoft Office.

Understanding of key principles of sustainability and community development.

Personal style and behaviour
External focus, on outcomes and benefits for communities and users.

Motivated, able to manage own workload.

Works with others to inspire and engage them.

Committed to reflection, review and development for self and others.

Willingness to work flexibly.

Volunteer Co-ordinator

JOB DESCRIPTION

	Post:
	Volunteer Co-ordinator

	Salary:
	Salary in the range £23,050 - £25,420 pro rata (£11,525 - £12,710).

	Contract:
	Fixed Term until 31st January 2014

	Employment:
	The employing body is Action for Sustainable Living. This is a half time post, the working hours per week will be 20. The nature of the work involves unsociable hours with evening and occasional weekend requirements. Holiday entitlement is 20-25 days per annum depending on length of service.

	Responsible to:
	Development Worker

	Responsible for:
	Designated volunteers

	Main Contacts:
	Project team, Local Project Managers and volunteers, other external agencies and networks working in South Manchester, volunteering agencies and networks, South Manchester Environmental Forum, other AfSL staff.

	Policies and Procedures:
	The post holder must carry out his/her duties with full regard to Action for Sustainable Living policies, including Equal Opportunities, Child Protection, Data Protection, Confidentiality, Health & Safety, Sustainability, Volunteering and is expected to acquaint themselves with all policies and procedures and keep themselves informed of all updates.

	Disability:
	Where the post holder is disabled, every effort will be made to supply all necessary employment aids and equipment to enable the person to carry out the full duties of the post.

	Main Purpose of the Post:

At the core of this project is community engagement: supporting individuals and groups to develop and realise their vision and, in the process, help to create stronger and safer communities.  Volunteering is key to achieving this goal.

The Co-ordinator will act as a first port of call to potential volunteers and will support Community/Schools Co-ordinators in engaging local people, especially in areas of high deprivation. He or she will recruit, signpost and advise volunteers and continue to improve the systems and support relating to volunteering (including ensuring progression for volunteers to appropriate qualifications).  He/she will arrange consistent generic induction and initial training and development for staff and volunteers and will advise Community/Schools Co-ordinators on and commission specialised training for volunteers.


Volunteer Co-ordinator
Key tasks:

· Promote environmental volunteering opportunities across South and South Central Manchester to advance and support work in local communities.

· Work with Co-ordinators, Local Project Managers and partners to recruit volunteers

· Provide induction, training, professional development and ongoing support for staff and volunteers.

· Work with Co-ordinators and Local Project Managers to identify and commission specialised training and support for volunteers to achieve local projects and to obtain accredited training.

· Provide opportunities for exchange of ideas and sharing expertise, valuing volunteers’ contributions, developing relationships and celebrations among volunteers and with other networks.

· Develop career pathways for volunteers.

· Adapt and implement volunteer strategy, policies and procedures, building on AfSL’s core policies and procedures.

· Monitor and evaluate volunteering activity to achieve the Reaching Communities programme milestones and outcomes and to benefit local communities, and to benchmark and maximise learning within AfSL.

· Contribute to the ongoing work of AfSL generally, including attending appropriate meetings and training

Person Specification
For this job, we are looking for:

Skills, knowledge and understanding, experience

At least one year’s experience of planning and delivering projects in or with the voluntary sector, maintaining progress and reporting against clear milestones.

At least two years’ experience of working with volunteers and/or training in voluntary sector.

Understanding of voluntary working and community engagement in areas of high deprivation.

At least two years’ experience of developing and delivering training.

Good listening, verbal and written communication skills including public speaking.

Good chairing and meeting skills.

Good coaching, consultative and facilitating skills.

Good administrative, keyboard and IT skills, including experience of MS Office.

Understanding of key principles of community and individual development.

Understanding of current agendas and frameworks for informal, personalised learning and skills.

Personal style and behaviour

External focus, on outcomes and benefits for communities and users.

Motivated, able to manage own workload.

Works with others to inspire and engage them.

Committed to reflection, review and development for self and others. 

Willingness to work flexibly.

Administrator
JOB DESCRIPTION

	Post:
	Administrator

	Salary:
	Salary £15,500 - £16,500 pro rata (£7,750 - £8,250)

	Contract:
	Fixed Term until January 2014

	Employment:
	The employing body is Action for Sustainable Living. This is a half time post, the working hours per week will be 20. Holiday entitlement is 20-25 days per annum depending on length of service.

	Responsible to:
	Development Worker

	Main Contacts:
	Project team, Local Project Managers and volunteers, South Manchester Environmental Forum, other AfSL staff, other external agencies and networks working in South Manchester,

	Policies and Procedures:
	The post holder must carry out his/her duties with full regard to Action for Sustainable Living policies, including Equal Opportunities, Child Protection, Data Protection, Confidentiality, Health & Safety, Sustainability, Volunteering and is expected to acquaint themselves with all policies and procedures and keep themselves informed of all updates.

	Disability:
	Where the post holder is disabled, every effort will be made to supply all necessary employment aids and equipment to enable the person to carry out the full duties of the post.

	Main Purpose of the Post:

To support the team delivering the Community Engagement for Sustainable Living programme, ensure the smooth running of the office and provide day to day administrative support to both paid staff and volunteers.
Action for Sustainable Living is a community based organisation operating in multiple and complex ways, in different areas and with part-time staff and volunteers.  The Administrator will assist in ensuring that admin back-up is available when and where needed to both achieve the goals of the programme and to demonstrate that they have been achieved.


Key tasks:

Day to day management of the office, including:

· Answering the phone; routing and dealing with enquiries and mail.
· Maintaining adequate stocks of stationery and events kits (including freebies).
· Supporting Development Worker and other staff members and volunteers with their work.

· Convening meetings for Project Management Group, Environmental Forum, internal staff and others as required.
· Administering petty cash and the admin budget.
· Creating and maintaining appropriate office systems.
Information Management and providing basic IT support within systems and networks maintained by Office Manager, including:
· updating and rationalising files/folders on ‘mothership’; entering data.

· creating content and updating website; backing up.
· providing basic IT support.
Resource Development, including:
· Assisting in the creation of advocacy and publicity packs and presentations using brand format.
· Coordinating resources and pledges for events/schools sessions, etc.

· Supporting volunteers to develop resources.
Organising and supporting designated office volunteers, including allocating and supervising tasks as appropriate; ensuring timely completion and quality.

Undertaking other duties appropriate to the job.
Person Specification

For this post, we are looking for:

Skills, knowledge and understanding, experience

At least 1 year’s experience of working on projects in flexible and changing context.

At least 1 year’s experience of administrative/ office work including: maintaining a filing system; keeping records of work undertaken; keeping records of expenses incurred; writing minutes; maintaining confidentiality; organising a diary; managing a database; maintaining stocks of materials

Good listening, verbal and written communication skills.

Experience of working with diverse colleagues.

Able to prioritise and progress different tasks.

Good word processing, spreadsheet and database skills.

Personal style and behaviour

Takes responsibility for completion of tasks.

Motivated, able to manage own workload.

Makes positive and constructive suggestions for improving work systems and work flow.

Willing to undergo training and development.
Community Engagement for Sustainable Living:

Job title:
Local Project Managers
Purpose of role:
At the core of this project is community engagement: supporting individuals and groups to develop and realise their vision and, in the process help create stronger and safer communities.

Local Project Managers work in a designated area as a local leader, consulting with and supporting local people and communities to develop and implement initiatives and projects which will improve their local environment and contribute to behaviour change towards sustainable living.
Local Project Managers support the Community/Schools Co-ordinators and Volunteer Co-ordinator to recruit volunteers in their locality, to direct their energies into local projects and to develop themselves and their aspirations.
Key tasks:
· Increase awareness and understanding of sustainable living in your community, including local businesses, schools and health centres, through attending local events, contacting community groups, leafleting, local press and online resources, etc.
· Meet and work with local people - groups and individuals – to encourage them to identify priorities and to become actively involved as volunteers in local environmental projects which create a sense of achievement and lasting change
· Work with Co-ordinator to plan environmental initiatives and projects responding to local priorities; manage and work with local volunteers to deliver these
· Support individual volunteers to achieve projects and personal goals through developing new skills

· Monitor and regularly report to Coordinator on progress with projects and with volunteers against agreed goals, and identify any early changes to programme

· Identify volunteers who may be willing to take on further responsibility eg as Local Project Managers.
Reporting to:

Community/Schools Co-ordinators.

Conditions of work:

Voluntary role

Equivalent to 0.75 – 1 day per week (6 to 8 hours)

6 to 12 months

Travel and work expenses paid to level agreed in advance with Co-ordinator.

Person Specification

For this role, we are looking for:

Skills, knowledge and experience

Knowledgeable about your locality – community groups, local businesses, schools and health centres.

Contacts with local networks, groups and/or key individuals.

Good verbal communication skills.
Experience of informal working with others to build commitment and work together towards shared goals.
Experience of representing and promoting community projects.

Personal style and behaviour

Friendly and engaging, able to encourage and enthuse others.

Passionate about your community and making people’s lives better.

Willing to lead by example eg converting to a green provider for electricity.
Willing to learn about key principles of sustainability.

Willing to champion others and support them to achieve agreed projects.

Motivated, able to manage workload.

Willing to undertake further training/ development and work towards recognised qualification/ accreditation.

Committed to development for self and others.
Action for Sustainable Living - Community Engagement for Sustainable Living
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