ZEST
JOB DESCRIPTION

	Post Title 
	Communities Manager

	Location
	Zest Centre

	Salary
	£29,000 pro-rata

	Hours
	Up to 37 hours

	Holidays
	Up to 30 days + statutory days (pro-rata) per annum

	Responsible to 
	Chief Executive


Purpose of Job

To be responsible for the management and development of Zest’s children’s’ families and community services including ‘This Community Can’ project.   To be responsible for all aspects of project delivery including the management of resources and staff.  To lead in relationship building with stakeholders and other key partners.

Main Responsibilities

1. To be responsible for the effective development and co-ordination of children’s, family and community projects, services and activities, including the ‘This Community Can’ project.

2. To work flexibly as a member of the Zest management team.

3. To recruit, manage and co-ordinate staff and resources. 

4. To ensure systems, procedures and resources are in place to recruit, train and support volunteers. 

5. To ensure that service users are involved in the co-design and production of services and activities.  
6. To build effective relationships with stakeholders and other key partners.

7. To be responsible for monitoring, evaluation and learning.   

8. To work with the Business Development Manager and CEO to sustain projects, services and activities.    

9. To be responsible for promotional & marketing activities to encourage participation in activities.

10. To ensure that services work towards best practice in equality of opportunity.

11. To undertake any other duties as agreed with the Line Manager

12. To undertake training and other developmental activity in line with organisational and personal development needs.

To develop and maintain relationships with the community, partners, and stakeholders; this includes taking a key role in developing and supporting the Stakeholder Group.   
To carry out all duties and responsibilities as described in line with ZEST policies and procedures, with particular attention to those relating to Equal Opportunities, Health and Safety and regarding volunteers who will work with children and vulnerable adults. This will include DBS checks are carried out where necessary.
ZEST

PERSON SPECIFICATION

Post Title

Communities Manager
ESSENTIAL 

Knowledge and Experience 

· Experience of managing services and projects

· Experience of managing budgets and resources 

· Experience of managing staff and volunteers

· Experience of planning, developing and co-producing, a range of community activities and sessions with particular emphasis on children and families

· Experience of effective partnership working at different levels
· Knowledge and understanding of issues affecting people living in deprived and diverse communities with particular emphasis on children and families 

· Excellent knowledge of safeguarding procedures.
Skills and Abilities

· Excellent communication skills, both written and verbal 

· Highly motivated and able to work on own initiative

· Ability to work in a team

· Excellent organisational skills 

· Excellent time management skills and the ability to work to tight deadlines.

· Excellent communications skills - both written and verbal

· Good IT skills  

· Flexible approach to work

Circumstances and Commitment 

· Willingness to work evenings and weekends 

· Commitment to equality of opportunity 

DESIRABLE 

· Experiencing of submitting funding bids and/or tenders
· Experience and knowledge of working in the local neighbourhood areas of Netherthorpe, Upperthorpe & Langsett

