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Job Description and Person Specification

Job Role: 

Community Champions Project Manager
Salary: 

£27,500 (pro rata) – Including London Weighting 
Hours:

3 days per week, 22.5 hours (Fixed Term - to June 2019)

Reporting to:
CEO
Introduction:
White City in Shepherds’ Bush has benefited from being one of the government’s Neighbourhood Community Budget Pilot areas. The objective is to identify public services that have the potential to be delivered by the community. White City Enterprise (WCE) is a charity, established by the community to support this aspiration. Working in partnership, WCE will not only deliver more efficient services but in doing so, will address other critical issues such as improving health, crime reduction and unemployment within the community. 

Our Community Champions Project is commissioned by the Tri-Borough Public Health Service. This is a community engagement and health awareness project structured around the recently opened Parkview Centre (June 2014). The centre provides a community health and wellbeing hub that offers integrated health and social care services to approximately 50,000 residents in the north of the borough of Hammersmith and Fulham. It includes not only clinical services but also newly integrated health and social care and council advice services.


Building on our existing and successful Community Champions Project, this role will promote improved access to the Parkview Health and Wellbeing Centre for local residents. 
The Community Champions are to be recruited from the local area and will receive initial training as volunteers, including the Level 2 Award in Understanding Health Improvement. They will then work in the centre and in the neighbouring communities to:
· Work with providers and local commissioners and engage residents on their views of the centre and the services operating there
· To gather insight through resident feedback

· To improve access to local health, wellbeing, housing and employment services through proactive outreach, signposting and information giving.  

· Support residents to access appropriate services through signposting to both services within and outside Parkview
· To increase early intervention, health promotion, behaviour change through public health programmes, peer education and self management for people with long term conditions.

· To build social capital (building confidence, improving mental wellbeing, reducing isolation and promoting community cohesion) through community events.

· To increase skills and competencies of champions through personal and professional development, training and supporting access to work/ preparation for work and employment where desired.
About the role

The Community Champions Project Manager role will provide expertise to deliver a range of volunteering activities both within the Centre itself and in its catchment area. The role is multi-faceted, requiring both project management and volunteer management skills and experience. It involves the recruitment and development of local residents as volunteers who will in turn be supported to run a variety of health and wellbeing activities within Parkview Centre and in the surrounding neighbourhoods.  
The Project Manager role will forge strong partnership working relationships with GP surgeries and health and wellbeing services located in the centre as well as with other local agencies and services. Through these relationships the manager will also work at an operational level directly with volunteers offering appropriate support, supervision and direction. Community Champions will engage and offer support to residents attending the centre; signposting and gaining insight in to the services operating there to enhance service delivery. They will also identify, initiate and deliver a range of health and wellbeing awareness campaigns and activities to different sections of the community, such as self-care groups, support for long-term conditions, weight management, guided walking groups etc dependant on service users’ need and volunteer interest.
Purpose of the role:
· To deliver, develop and manage the Community Champions Project. 

· To recruit and develop the capacity of local people as volunteers to promote health and wellbeing and reduce inequalities. 
· To support and develop volunteers to help service users find their way to services on-site and disseminate information about services both inside and outside the centre. 
· To inform and train volunteers to raise awareness amongst the wider community of various health and wellbeing issues and to support volunteers to respond appropriately through a range of activities 
Key Responsibilities:
Operational: 
· Liaise with GP surgeries, the Social Prescribing Project and health and social care providers located in Parkview Centre to develop a thorough understanding of their services and create referral and access pathways
· Coordinate a team of champions to deliver support across lead identified areas of interest/ health improvement
· Develop policies, procedures and processes to support champions to deliver agreed roles in a safe and supportive manner.
· To manage Champions Project Officer
· Develop cross sector partnerships that enable organisations to work with volunteers to become actively involved in the local community
· Source or deliver continuous professional development to volunteers that will enable them to signpost members of the community to appropriate services and support a range of volunteer-run activities e.g. information sessions and specialist training workshops on health and wellbeing themes designed to inform and build upon the knowledge of volunteers 
Monitoring, Record Keeping and Reporting:

· Maintain records on all volunteers support to service users attending Parkview Centre, delivery of health and wellbeing awareness campaigns and activities and signposting members of the community to appropriate services. 

· Manage project budget and maintain records of expenditure

· Maintain monitoring reports on all aspects of the project’s delivery including: provision of monthly progress reports to WCE’s Project Board and at least monthly updating of monitoring information onto commissioner’s electronic database; preparation of monitoring reports and attendance at quarterly monitoring meetings with project commissioners 

Working with Volunteers

· Recruit and induct volunteers as Community Champions from the four targeted wards within the Centre catchment area in Hammersmith and Fulham
· Liaise and work in partnership with existing Community Champions projects
· Lead on sourcing and delivering training and development of volunteers
· Conduct regular supervision meetings and appraisals with volunteers
· Design and organise a rota of volunteers, to ensure the provision of regular attendance at Parkview centre.
· Ensure that all volunteers understand and maintain a strict policy of confidentiality in their dealings with service users attending Parkview services or other activity at the Centre
Promoting the project

· Support the development and use of social media for the purpose of communicating and promoting new services and health and wellbeing campaigns or activities
· Contribute to the design and production of community champions newsletters, and arrange distribution to service users attending Parkview and in each of the four wards in its catchment area.
Generic Responsibilities:
· Contribute to regular team meetings

· Contribute to the delivery of WCE’s business plan, strategic plan and other strategic plans

· Contribute to the overall success of WCE, including attracting new funding, developing new partnerships, and delivering high quality user experience

· Contribute to the wider Public-Health funded Community Champions programme and attend provider and other meetings as required
· Work constructively and professionally with other team members in collaboration where appropriate
Special Requirements:

· Willingness to work unsociable hours – evenings, weekends and holiday periods

· Must  comply with the Disclosure and Barring Service (DBS) Enhanced Disclosure process 

· Suitable references are required prior to commencement of employment

Health and Safety

· To comply with the Health and Safety at Work etc. Act 1974 

· To take responsibility for his/her own health and safety and that of other persons who may be affected by his/her own acts or omissions.

Equality and Diversity 

· To carry out at all times his/her responsibilities in line with WCE’s Equality Policy and Procedure.

Confidentiality

· To maintain confidentiality of information relating to service providers, employees and other users of projects and facilities managed by WCE. Any breach of confidentiality may render an individual liable for dismissal and/or prosecution.


Person Specification: Community Champions Project Manager
Skills, Abilities and Experience 
	Project Management

	Essential
	· Project or service management 

· Developing activities and campaigns 
· Budget management
· Monitoring and evaluation and reporting procedures
· Delivering outcome based projects to deadlines and on budget
· Creating effective procedures and systems for collecting information to support reports on outputs and impact of projects in accordance with agreed outcomes and overarching objectives

	Desirable
	· Experience of working with Public Health and/or other organisations in the health sector (GP surgeries, adult social care departments, health and wellbeing providers)

· Experience of working with other health and wellbeing projects


	Volunteer Recruitment

	Essential
	· Ability to recruit volunteers from a diverse range of backgrounds

· Ability to identify and recruit suitable volunteers, engaging, and encouraging them through applying positive motivational skills to take an active role in their community


	Volunteer Management

	Essential
	· Experiencing of supervising, supporting and developing volunteers e.g. through Personal Development Plans, assigning suitable roles, good team work

· Experience of motivating and empowering volunteers, building skills, confidence, commitment  and contributions 

· Experience of working in partnership with stakeholders and designing the delivery of training workshops for volunteers


	Education/ Qualifications

	Desirable
	· Holds a qualification in Volunteer Management or related field 


	Community Engagement

	Essential
	· Experience of capacity building local communities, through volunteering and active citizenship 

· Working with culturally and religiously diverse communities in a including adults with English as a second language
· Identifying and engaging with individuals and groups of adults from Black and Minority Ethnic and hard to reach communities
· Developing and managing delivery of group based activities or sessions that engage and encourage the participation of adults

	Desirable
	· Working with vulnerable adults 


	Other

	Essential
	· A thorough understanding of safeguarding and confidentiality procedures within a peer support / volunteering environment
· Knowledge of current legislation relating to volunteering 

· Risk Assessments within a volunteering outreach and peer support programme

· IT literate including Microsoft Office

	Desirable
	· Knowledge of funding organisations

· Knowledge of using online databases for recording monitoring information


	White City Enterprise’s Standards

	Essential
	· Put the community at the heart of services
· Demonstrates working as a team player, with a ‘one team’ approach
· Takes initiative to seek out and identify solutions to problems
· Has an honest and respectful appreciation of cultural diversity, receptive to diverse thoughts and alternative perceptions

· Displays an inclusive approach and encourages cross cultural interaction

· Being professional and supportive of collective decisions 


	Personal Qualities

	Essential
	· Committed to the values and ethics of White City Enterprise
· Resourcefulness 

· Problem solving skills 
· Excellent and articulate communicator including written English
· A natural motivator with good understanding and experience in motivating adults and encouraging participation through volunteering

· Good planning and organisational skills

· Good networking skills

· Approachable 
· Precision and attention to detail


Application Process

To apply for this position you should submit an Application Form via email to Suzy@WhiteCityEnterprise.org.uk or by post to Suzy Donald, White City Enterprise, White City Community Centre, India, London W12 7QT. 
Closing date for applications: 
Wednesday the 6th July 2016
Interview date/s: 


Tuesday the 12th July 2016
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