Keighley Voluntary Services






J O B    D E S C R I P T I O N
Job Title


VOLUNTARY ORGANISATIONS SUPPORT OFFICER (VOSO) 

Employer


KVS Ltd. Board of Trustees

Responsible to

Chief Executive Officer

Place of work
Based at KVS offices, 135 Skipton Road, Keighley, 

West Yorkshire

Hours of work

21 per week, some outside office hours

Salary
NJC Scale 28  £22,293 pro rata + up to 6% pension 

Holiday entitlement
22 days per annum including public holidays

OVERALL AIMS OF THE POST

This post initially operates until March 2008 and stems from a new commission to CVS from Bradford Council’s Neighbourhood Support Services. There will be the equivalent of 5 p/t posts in each Area of Bradford, working to a performance management framework 

which provides the basis of the work but links in to the core work of KVS. 

1. Carry out organisational health checks and provide support to voluntary and community groups across the Keighley constituency area - with the aim of building their capacity to grow and thrive independently 

2. Work in partnership with KVS development workers, Ilkley CVS and other agencies, to ensure that all VCS groups have equal access to opportunities for support and training

3. Work closely with Ilkley CVS and the Area Office to determine and fulfil priorities, as described in the performance management framework

Main Responsibilities

· Using the Organisation Health Check Toolkit, work with local VCS groups to identify their key issues and needs for support and development, and agree a programme of activity as appropriate (e.g. training, individual and group learning, bringing in experts, advice on legislation, promoting opportunities, employing and supporting staff).

· Work closely with other KVS development workers and the Area Office team to prioritise these groups (to ensure there is no duplication, that gaps in infrastructure services are addressed as a priority, etc)

· Work closely with Ilkley CVS to establish common links, agree protocols and communication systems

· Work with other VOSOs to ensure consistency where appropriate, and attend training and development meetings organised by/for the Assoc of CVS.

· Ensure that community groups have equal access to good information, training and other support as necessary, and encourage sharing of good practice, resources and joint working – throughout the area

· Refer groups to - and support them in using - other infrastructure services as necessary/appropriate 

· Help to organise and facilitate meetings and workshops

· Attend meetings and provide information to local VCS groups

· Help to ensure that existing CVS contacts databases are linked and developed to full potential, including encouraging groups to register with DIVA.

· Build on existing links between KVS, ICVS and the Area Office to maximise the opportunities offered by this service.
· Help to ensure this work contributes to the general development and neighbourhood planning for Keighley, Ilkley and surrounding communities.

ADMINISTRATION

· Provide monitoring information as required by Bradford Council and KVS

· Monitor and evaluate work with local groups – identify and measure outcomes

· Provide written and verbal reports for KVS and others as required

· Help KVS to disseminate information to local groups and communities in appropriate ways

· Assist in production and co-ordination of information

OTHER DUTIES

As a member of the KVS team you are expected to:

· be an active team member and representative of the organisation

· contribute to the development and performance of KVS

· adhere to all KVS  policies and procedures

· actively promote the principles of equal opportunities, celebrate diversity and challenge discriminatory practice

· participate in training as necessary

· carry out other tasks that may be required from time to time

The post holder will be expected to use their initiative, be proactive and work with a wide range of people in local communities and statutory agencies – mainly in and around Keighley but also across Bradford District and sometimes further afield.  

KVS is an equal opportunities employer but we must point out that only the ground floor is accessible to wheelchair users.  Access to a car is recommended, as this post is likely to involve travel around the rural parts of the district.

For details of KVS’ structure and activities please see attached sheet and www.keighleyvs.org
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