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Job Title

Social Action Fund Training Officer
Responsible to
SAF Neighbourhood Enablers Co-ordinator / Training and Development Co-ordinator (HT / HFS)
Location

Hastings Furniture Service (Hastings or Bexhill) and Rye Partnership
Hours


37 per week

Salary


£22,126
Purpose of post
To support the delivery of the Social Action Fund Neighbourhood Enablers in Hastings, Rural Rother and Rye and the SAF Partners in order to help those people who choose to volunteer to develop the skills they need to perform well, boost their long term personal and professional development and cascade their skills to others; to develop an accredited qualification based around Neighbourhood Enabling; to support the team in identifying and accessing skills development needs of participants
Main Duties

· to assist the Hastings Furniture Service Training Manager to develop training packages for volunteers up to and including a qualification in volunteering and / or community development – this includes helping to ensure that all the necessary requirements for the awarding body and partner organisations are met
· to work with individuals supported by Community Capacity Builders to identify personal and professional development needs and aspirations
· to directly provide training opportunities for volunteers (individually and in groups) and assist other tutors / trainers providing learning opportunities
· the ensure that training provision meets the quality standards required by the organisation and by the awarding body

· to work with the Co-ordinator, team and Partnership Steering Group to ensure accurate and timely completion of monitoring and finance returns

· to participate in planning meetings, monitoring meetings, and other project delivery meetings as required
· to provide written reports to the Co-ordinator, Training Manager, Management Team, Partnership Steering Group and Board of Management as required

· to work closely with the Co-ordinator and Community Capacity Builders to ensure that volunteer and staff training needs are met
· to support the development of new training and learning initiatives growing from the partnership
· to liaise professionally with other organisations including project partners and external agencies such as HE/FE providers to identify training development opportunities

Contribution to the work of the Trust and SAF Partnership
· to maintain effective relationships with partners and funders

· to ensure that the duties of the post are carried out in accordance with Trust policies and procedures

· to provide support to Trust colleagues as and when necessary

· to attend staff meetings and participate in Trust development reviews, annual away days and annual general meetings
· to participate in organisational development reviews, planning meetings, staff meetings and other requirements of the host organisation (if not Hastings Trust)
· any other tasks commensurate with the level of the post

Terms and conditions

27 days per annum annual holiday entitlement

Fixed term contract 

Hastings Trust is an equal opportunities employer
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Person Specification

	Area
	
	Essential / Desirable
	How assessed

	Qualifications
	Qualified tutor – PTLLS minimum 
	E
	Application form / interview

	
	Education to degree standard or equivalent
	D
	

	
	High standard of literacy and numeracy
	E
	

	Experience
	Minimum of two years paid experience in a similar or related field
	E
	Application form

	
	Experience, paid or unpaid, of working within the voluntary sector
	E
	Application form / interview

	
	Experience of supervising and supporting teams of volunteers
	D
	Application form

	
	Experience of working with people who are long term unemployed and may have complex needs
	E
	

	
	Experience of establishing cooperative and constructive relationships with others
	E
	

	
	Experience of record keeping, data management, report writing relating to training
	E
	

	
	Experience of developing and maintaining systems for record keeping, new training materials etc
	D
	

	Knowledge
	Knowledge of the National Occupational Standards for Community Development Work
	D
	

	
	Good knowledge of local community issues and needs 
	E
	

	
	
	E
	

	
	Appreciation of the needs of residents of deprived communities and volunteers
	E
	

	
	Good working knowledge and application of IT systems including Microsoft packages, e-mail and internet
	E
	

	Personal attributes and abilities
	Team player
	E
	Interview

	
	Commitment to equality of opportunity and anti-discriminatory practice
	E
	

	
	Ability to work with minimal supervision  and prioritise own workload
	E
	Interview

	
	Excellent written and verbal communication skills
	E
	Application form / Interview

	
	Excellent organisational skills
	E
	Application form / Interview

	
	Ability to work evenings / weekends on occasion
	E
	Interview

	
	Full driving licence or ability to travel throughout Hastings and Rother
	E
	

	
	Commitment to the aims of Hastings Trust and the SAF Partners / Partnership
	E
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