Keighley Voluntary Services

P E R S O N    S P E C I F I C A T I O N

JOB TITLE:  VOLUNTARY ORGANISATIONS SUPPORT OFFICER




October 2006

	Requirement
	Essential
	Desirable

	Education & training
	· Equivalent of NVQ3 or evidence of working at a similar level

· Commitment to further training
	· Community Development and/or equivalent qualification

· Degree level



	Experience
	· Evidence of development work with community groups and voluntary organisations

· Hands-on provision of organisational support for community groups

· Working with a wide range of people, groups and agencies across the voluntary, community and statutory sectors

· Monitoring and evaluation
	· Project design and management

· Business planning 

· Successful applications for funding/providing funding advice

· Experience of working in rural communities

· Strategic planning

	Knowledge
	· Awareness/understanding of cultural issues and differences
· A broad understanding of VCS funding and organisational needs. 


	· Funding streams available to the VCS

· Training opportunities available to the VCS

· Government strategies such as Community Strategy, Neighbourhood Renewal, and SureStart

· Legal and constitutional structures of voluntary organisations

· Local government structures

	Practical Skills
	· Evidence of excellent communication skills – written and verbal

· Ability to use a PC with confidence including Word, Emailing, and databases

· Group work/facilitating

· Organising events and meetings

· Producing good quality information and reports

· Presentation skills.

· Ability to meet deadlines


	· Access to a car and a clean driving licence



	Attitudes and personal requirements
	· Team work combined with ability to use own initiative and work independently

· Ability to work with people from a wide range of backgrounds

· Active commitment to celebrating diversity, challenging discrimination and promoting equal opportunities

· Open-minded and flexible approach to work

· Ability to work outside office hours


	· Negotiating and liaison skills
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