EXETER COMMUNITY INITIATIVES

FLYING START CHILDREN’S CENTRE

JOB DESCRIPTION (as at 5.03.10)

Job Title: 

Community Development Worker
Salary: 

NJC Scale Points 26 to 28

Responsible To: 
The Core Offer Monitoring Group (COMG) through the Centre Manager

Hours:

2 posts x 24 hours per week
Background Information:

The Flying Start Children’s Centre is part of the second phase of development of Children’s Centres within Devon. It covers five wards within Exeter: St David’s; St James; Newtown, St Leonard’s, and Duryard. Like all Children’s Centres it aims to improve outcomes for children 0- 5 by giving them the best start in life through providing a range of services and a level of support that are based on the five outcomes of the Every Child Matters Framework.

In the Central area, there are a network of services rather than a dedicated centre, with the centre acting as a gateway to services for families with children aged 0 – 5.  Key elements of our service are:

· The provision of good information for parents on what services and activities there are in the area.
· The involvement of parents in the development of the service, balancing what makes sense locally with meeting professional requirements and working within the constraints of the budget.
· The building and maintenance of close working arrangements between all statutory, voluntary and private providers. Ensuring that services are developing integrated working practices.
· Creating a sense of coherence for the central area whilst supporting and maintaining the individual services and identities of all the providers.
Main Purpose of the Post:

To support the Centre’s development through strengthening relationships with local community groups and services, working with them to develop opportunities to meet community need, and ensuring these needs are reflected in the Centre’s service plan. This includes providing information to parents and carers; supporting the development of both new and existing voluntary and community groups; developing learning and development opportunities for parents/carers; developing parental participation and involvement; and managing volunteer opportunities at the Centre.
Major Tasks 

1.
To identify the organisational support needs of existing early year’s groups and services, provide tailored organisational support to these services. 

2.
To identify unmet needs and gaps in services and support the development of new groups or services to meet these needs. 

3.
To extend the reach of the Children’s Centre through promoting the values and benefits of Children’s Centre services.
4. 
To develop volunteering opportunities for parents across all services.
5.
To support families to ensure their needs and views are understood within the Children’s Centre and ensure these needs and views are appropriately represented locally.
6.
To support the learning and development needs of parents and carers. 

7.
To develop and implement policy and strategy for the Centre in line with the organisation as a whole.

1.
To identify the organisational support needs of existing early year’s groups and services, provide tailored organisational support to these services.

· Build positive relationships with community groups and services which enable joint working and the pooling of resources and skills across the area. 

· Network and liaise across Exeter to ensure that the centre’s information about services being offered by the statutory, voluntary, private and community sectors is regularly updated (including national programmes where appropriate).

· Assess the organisational support needs of early years groups and services (across the sectors) and, in partnership with those key to the group/service, agree an action plan to improve the groups sustainability and ability to meet needs and evidence good outcomes for children
· Enable existing groups to access courses and events to build capacity and  access new sources of support and information  

·  Ensure that appropriate regular meetings/networks of local groups and individuals are convened to share information and good practice, and identify training/other support needs
2.
To identify unmet needs and gaps in services and support the development of new groups or services to meet these needs. 

· Through research, liaison and networking with both families and professionals, identify areas of unmet need and report these to the Centre Manager and COMG
· Use collaboration with children, parents and carers, community group leaders, and professionals to plan new areas of services which promote interagency working to respond effectively to unmet need
· Support the development of naturally emerging new groups to ensure they receive high quality information and are able to access courses and events in key skills such as developing a constitution, fundraising, etc that will support their development
· Provide continued organisational support to groups once they are well-established 

3.
To extend the reach of the Children’s Centre through promoting the values and benefits of Children’s Centre services.

· Build relationships with parents to learn about their informal support networks, places that they use and opportunities or experiences they value
· Organise creative activities to engage new parents with services 

· Liaise with external agencies, e.g. housing providers, to contact local families 

· Make presentations about the Centre in public arenas

4.
To develop volunteering opportunities for parents across all services.

· Develop the role and use of volunteers within Flying Start Children’s Centre and other services
· Publicise and promote the range of volunteering opportunities 

· Recruit and manage all volunteers including providing on-going supervision
· Develop training programmes for volunteers to help build their skills and confidence
· Support the development of the Parent Forum
5.
To support families to ensure their needs and views are understood within the Children’s Centre and ensure these needs and views are appropriately represented locally.

· Through linking with a diverse mix of families resident in St James, St Davids, Newtown, Duryard, and St Leonards ensure that they have the opportunity to express their views in any consultation work being undertaken
· Respond to issues or needs identified by families or professionals working with them through undertaking specific pieces of participative consultation/research to further evidence the issues or needs. 

· Work with parents to develop a vibrant and active forum that is self-managed and is able to contribute to decision making processes within the Children’s Centre
· Ensure members from local groups are involved in/represented at other forums/networks to enable their views to be represented in decision-making processes

· Network and liaise with other support agencies working with families to ensure best practice

6.   To support the learning and development needs of parents and carers. 

· Work with parents and carers to identify and understand what their learning and development needs are.
· Respond to one-to-one requests for support and advice as appropriate

· Work with a range of colleagues and partners to develop a programme of learning events for parents and carers.

· Liaise with Job Centre Plus to ensure their involvement with the Children’s Centre and promote the opportunities that are available

· Encourage people, particularly men and people from the BME community to become more involved in the provision of care and early years education of 0 – 5 year olds (for example by becoming a Childminder). 

· Apply for funding to develop courses or projects to support the development of parents and carers

· With the support of the Qualified Teacher cascade Early Years Foundation Stage training to parents, community group leaders, volunteers, and nursery workers. 
· Work with a range of colleagues and partners to offer learning opportunities to nursery workers, Childminders, Community Group Leaders and volunteers. 
7.   To develop and implement policy and strategy for the Centre in line with the organisation as a whole.

· Contribute to the development and implementation of policy and strategy for the Centre through regular meeting, liaison and the contribution of information and ideas

· Maintain awareness of government and other initiatives relating to Children’s Centres and to Community Development

· Ensure that all aspects of work are carried out in accordance with legal requirements and best practice e.g. Health and Safety and Equal Opportunities
· To contribute to on-going monitoring, evaluation, and service planning; and ensure that the needs of those living in Central Exeter are represented throughout these processes.

8.  

Other.

· Attend meetings with other staff as necessary including being part of the ECI Community Development Team

· Attend regular meetings with the Centre Manager for line management and supervision purposes

· Attend appropriate training events as identified in consultation with the line manager

· Represent the organisation on appropriate outside bodies, networks and working groups

· Maintain appropriate record-keeping and reporting systems to provide information for the COMG, County Council, funders, staff, volunteers and other stakeholders

· Work to promote and maintain the values and ethos of the organisation

· Carry out other tasks and duties as may be necessary to ensure the project’s smooth running
PERSON SPECIFICATION

Essential Skills, Experience and Qualities

· A proven track record, and experience of working in the community including supporting the development of groups
· A demonstrable understanding of the factors which contribute to social exclusion for people

· Experience of working collaboratively or forming partnerships with a wide range of community groups, organisations and agencies




· Experience of recruiting and managing volunteers
· An understanding of how to empower people/service users to ensure their views have influence  

· Experience of delivering training and/or facilitation





· To be familiar with the Every Child Matters Agenda
 and other key policy and legislation.
· An understanding of Child Protection procedures
· Excellent communication and interpersonal skills both written and oral



· Ability to sensitively approach change with organisations and individuals

· IT literate










· Ability to work flexibly, both as part of a team and on own initiative/as a lone worker.
· Ability to form effective working relationships with parents / carers, children, colleagues, other professionals and partners 




· Ability to manage information in relation to legislation (Data Protection, Freedom of Information etc)







· Ability to work flexible hours, including some evenings and weekends


· Commitment to Equal Opportunities policy and practice and to working within the aims and ethos of the organisation





Desirable Skills, Experience and Qualities

· Experience of developing training packages

· Experience of mentoring 
· Experience of working to a non-executive/voluntary sector management committee


· Experience of working with Children and Families





· Knowledge of local services, funding, and other sources of support available from and to community groups





TERMS AND CONDITIONS

· NJC Scale Points 26 to 28

· 2 posts x 24 hours per week to be worked flexibly
· These posts are initially until 31st March 2011, although we hope to extend them, subject to available funding
· Some evening and week-end work will be required for which Time Off In Lieu (TOIL) can be taken

· 25 days holiday plus bank holidays with 1 extra day for each full year of service up to a maximum of 30 days

· A Group Personal Pension Scheme is available with a 5% contribution from the employer, provided it is matched by a minimum contribution of 3% from the employee

· Subject to a six month probationary period with an initial review after three months

· The postholder will have substantial access to vulnerable people and therefore any appointment will be subject to a satisfactory Criminal Records Bureau check

