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Job Description

	Job Title:
	Community Engagement Assistant (Tamworth)

	Department:
	People Engagement 

	Responsible to:
	Senior Community Engagement Officer (Tamworth)

	Pay Band:
	Assistant : £14,942.20 per annum (pro rata)

	Hours:
	21 Hours per week

	Location:
	Tamworth Borough Council Depot, Amington


	Background Information:

	Our mission statement is:

“Staffordshire Wildlife Trust protects and enhances the wildlife and wild places of Staffordshire and promotes understanding, enjoyment and involvement in the natural world.”

A registered charity established in 1969 we are one of 47 county Wildlife Trusts throughout the UK and are supported by over 15,000 members.

The Trust owns or manages 27 nature reserves covering an area of over 3,600 acres. Our 60 staff are based in six locations around the county including our Headquarters at Wolseley Bridge, Stafford, with our work divided up into five departments: Resources, People Engagement, Conservation Delivery, Fundraising, Communication and Membership & Commercial. The Trust has a diverse workforce including site wardens, wildlife surveyors, community and education officers, catering and administration staff.

In addition we have a trading company looking after the commercial side of our business including a café at Westport Lake Visitor Centre and Charity Shops in Leek, Rugeley & Penkridge.
The People Engagement Team at Staffordshire Wildlife Trust delivers a wide range of activity across the county, engaging with audiences young and old. Our aim is to provide exciting, inspirational opportunities for people of all ages to connect with us, to promote the conservation work that we do and to inspire people to take action to support wildlife. 




	Job Purpose:

	To assist in the delivery of our community engagement projects across the county, but primarily in Tamworth.  The post holder will support existing community engagement officers in the delivery of their projects, but role will also provide the opportunity to develop skills in community engagement, volunteer management, working with children and young people, practical conservation, business administration and co-ordination skills. Crucial to the role is the ability to develop good working relationships with delivery staff, partners and volunteers, as well as members of the public and customers.




	Responsibilities:


	a) Support existing Friends of groups to undertake management plan work on LNRs and other key sites in Tamworth 
b) Record and report activity within the Wild About Tamworth project including monitoring of volunteer numbers and educational sessions. Ensure all groups are compliant with the Trust's health and safety policies. Carry out annual checks for each group. 
c) Maintain good relationships with local partners, working together to deliver community projects and areas of work which complement it, such as promotion of environmental services and community engagement 
d) Promote biodiversity and its conservation in practical, innovative and inclusive ways, engaging local people, children and families from a wide variety of backgrounds and raising awareness and appreciation throughout all sectors of the community across Staffordshire.
e) Seek external funding to support wildlife initiatives and broaden community engagement 
f) Develop partnerships and working relationships with relevant agencies and organisations to protect , promote and manage areas for wildlife and increase engagement with a broad cross section of the community

g) Raise awareness of the work of Staffordshire Wildlife Trust and be an ambassador for the Charity.
h)    All staff should recognise the contribution that membership makes towards the running of the organisation. The postholder is therefore expected to understand the need for high standards of service to existing members and recognise their role in contributing towards ongoing membership recruitment.
i)     In order for the organisation to work effectively you may be required to assist with other areas of work and therefore you should be prepared to undertake other duties, appropriate to the post, as delegated by your line manager.

j)    All staff are required to abide by organisational policies and procedures.


Person Specification
	Criteria
	Essential
	Desirable
	Assessment 

Method *

	Qualifications

	A HND or similar in environmental conservation or related subject
	(
	
	AF, QC

	Full driving licence 
	(
	
	AF, QC

	Hygiene certificate
	
	(
	AF, QC

	First Aid certificate
	
	(
	AF, QC

	Experience

	Experience of events and activities associated with environmental projects/community engagement
	(
	
	AF, I

	Experience of  practical conservation
	(
	
	AF, I

	Proven experience of working with volunteers
	(
	
	AF, I

	Experience of delivering informal and formal education with children and young people
	
	(
	AF, I

	At least one years’ experience of providing business administrative support
	(
	
	AF, I

	Proven experience managing busy workload, multiple priorities and time pressures
	(
	
	AF, I

	Experience of applying for funding for conservation/community projects
	
	(
	AF, I

	Experience of partnership working
	(
	
	AF, I

	Experience of habitat management for wildlife and  working to site management plans
	
	(
	AF, I

	Skills/knowledge

	A sound understanding of nature conservation/environmental issues
	(
	
	AF, I

	Understanding of informal environmental education and principles of community engagement
	(
	
	AF, I

	Knowledge of the range of funding opportunities available for community groups.
	
	(
	AF, I

	Excellent communication and interpersonal skills, including the ability to motivate and encourage themselves and others, working effectively with people of all ages, gender, ethnic origin, background and level of responsibility
	(
	
	AF, I

	The ability to plan work programmes and prioritise workloads
	(
	
	AF, I

	Excellent IT skills i.e. Microsoft Office package: Word, PowerPoint and Excel
	(
	
	

	Relevant knowledge of Health and Safety legislation and its application, with particular relevance to working with volunteers
	
	(
	AF, I

	Abilities

	Some evening and weekend working will be required and therefore a flexible approach to working hours is essential
	(
	
	AF, I

	Job involves

· working outside in all weather conditions

· driving around the County of Staffordshire, therefore applicants must have a full current driving licence (and access to a vehicle)
· frequent contact with young people and vulnerable adults, therefore a DBS check will be undertaken


	(
	
	AF, I

	The ability to drive a minibus would be an advantage when working with community groups
	
	(
	

	Job involves some manual handling such as:

· Carrying, loading/unloading equipment 

· Carrying out tree planting and land management

· Erecting various sizes of tents for events

· Use of a variety of hand and power tools
	(
	
	


* I = interview   QC = qualification certificate  AF = application form   T = test or assessment   P = presentation

1

