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	Role Title
	Community Engagement Coordinator    

	Job Family
	Employment Business and Skills – Adult Learning Service

	Competency Level
	Principal Officer/Manager

	Pay Range / Scale
	PO1

	Purpose

To promote widening participation across Waltham Forest. The role holder will be responsible for promoting high quality activities to attract residents to the Adult Learning Service through the provision of bespoke Community and Family Learning programmes and initiatives.

To engage communities through outreach work and provide learning pathways that enable all learners to achieve their learning and/or career aspirations and fulfil their potential.

To facilitate bringing together communities to promote inclusive, innovative inspiring learning opportunities across Waltham Forest.


	Generic Accountabilities
	End Results/ Outcomes

	Provide advice and make recommendations based on up-to-date knowledge and analysis / evaluation of information.Resolve customer issues within the relevant area of responsibility
	Expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the area of responsibility.

Issues are managed through to a satisfactory conclusion.
Risk to the Council is minimised.

	Contribute to the development of service plans to meet strategic business goals. 
	Operational input is provided to wider business planning and development.

Customer needs are identified.

Services meet legislative and policy requirements.

	Research developments in relevant area. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate. 
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Support  the development, implementation, maintenance and management of systems, policies, procedures and / or standards within area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Customers receive prompt, accurate policy / procedural updates.

Service standards are improved.

	Work closely with others to support the development and delivery of improvements in processes and procedures.  
	Identifies gaps in service provision/highlight policy issues and makes recommendations to resolve the issues.

Agreed improvements are developed, delivered and evaluated.

Issues and recommendations are brought to the attention of senior managers.

Benchmark against best practice authorities and center of excellence.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Evidence based recommendations are made.

	Coordinate Projects and Reviews as required.

	Projects are delivered to agreed specification, timescales and budgets.

Value for money is achieved.

	Co-operate with and support colleagues.
	Colleagues are supported.

Required information is provided.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.



	Job Specific Accountabilities:

	Develop good working relationships and community links and communicate effectively with internal / external organisations / partners and stakeholders to meet outreach project targets.
	Community partners/ Stakeholders are engaged and have a clear understanding of ALS service delivery 

Community partners/ Stakeholders express good levels of satisfaction with ALS service delivery

Work with Community partners/ Stakeholders to consistently improve services through the use of effective influencing skill


	Deliver a service, which meets customer / stakeholder requirements. Support the development of the service, using customer / stakeholder consultations to inform requirements. 
	Relevant work area reputation is maintained or enhanced
Customer / stakeholder expectations are managed in against expectations, requirements within organisational constraints.
Positive feedback is received from stakeholders.

Communications are clear, well planned and effective.
Best practice is captured and shared via a ‘lessons learnt’ process.

	Work with identified priority groups, offering bespoke learning and training opportunities consulting on specific needs,
	Stronger relationship and partnership are cultivated across diverse communities providing new opportunities for adults

	Support learning activities to encourage engagement with ALS eg, workshops, taster or advice and guidance sessions 
	Additional learning activities delivered in year to support service funding targets 

	Support Programme Managers to ensure maximum community benefit and capacity strengthening is delivered with clear links between current and proposed delivery.
	Greater awareness across the borough of the Adult learning Service wider offer. 

Closer working across the service to ensure a holistic approach when signposting residents to community, cultural and educational programmes and opportunities.

	To produce monthly monitoring reports for management to demonstrate progress against outreach project targets and external targets set by the GLA
	Collection of evidence to support meeting key priorities and target groups as set out in the Community Learning strategy.

	To give accurate information, advice and guidance to prospective students
Support the delivery of events, workshops and course within the community settings  
	Leads to increased recruitment across Employment Business and Skills programs in particular the Adult Learning Service



	
	

	Support the collection and monitoring of data on key projects delivered across the services
	Collection of evidence to support meeting key priorities and target groups as set out in the Community Learning strategy.

Evidence to support monitoring of internally delivered projects

	Represent the Adult Learning Service at key community events across the year.
Deliver high quality presentations and showcase the Adult Learning Service provision
	Adult learning Service profile raised across the borough, great awareness of the wider offer.

	
	

	Contribute to the development or targeted recruitment publicity materials.
	Increase recruitment across the Adult learning Service.

	Any other duties
	


	Nature of Contacts 

Key contacts are senior managers customers/stakeholders alongside external agencies and organisations 

Develop sensitivity, persuasiveness, and negotiation and assertiveness skills to communicate with diverse audiences in emotive circumstances.   Deal with people at all levels confidently, sensitively and diplomatically.

Deal with people at all levels confidently, sensitively and diplomatically.

Liaise and advise senior members of staff regarding service issues, problems and processes.


	Procedural Context

	Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.

Decisions will be made based on Council procedures.

This post demands a high level of flexibility, initiative, a positive attitude and ability to adapt to changes due to service needs. This post is office based.

Occasionally the post will be expected to work from other locations and the weekend or after hours

Reports to: Senior Programme Manager- Community and Family 



	Key Facts and Figures

· Enhanced DBS 

· Working conditions: Agile working i.e. working across multiple sites, limited home working  




	Resourcing

Budget Responsibilities:  Nil
Supervisory Responsibilities:  Nil

	Knowledge, Skills and Experience

· Experience of partnership working 

· Excellent interpersonal skills. Ability to manage, maintain and build effective working relationships at all levels. Ability to communicate with, engage and influence customers, partners and stakeholders, whilst understanding the needs, timescales and deadlines of others

· Ability to deal diplomatically and confidentially with a wider range of stakeholders internally and externally

· Excellent planning and organisational skills, with proven ability to prioritise and co-ordinate workloads, monitor and evaluate work, to ensure deadlines are achieved.
· Proven initiative and judgement to identify and resolve problems 

· Attention to detail to ensure all necessary paperwork, surveys, questionnaires, assessments are through recorded accurately and timely, and minutes for each client engagement are regularly updated completed on time.

· Excellent knowledge and application of IT systems and software packages -standard Microsoft applications and specialist systems
· Provide a service that is flexible as far as possible, enabling, where possible, there may be occasions where there may be a requirement to be available outside normal working hours

· Participate in staff meetings, supervision meetings, appraisals, training, team development sessions and other meetings as required

· Attend training appropriate to the work role and as required by the role/organisation/line manager 

· Ability to work with minimum supervision, using problem solving skills and initiative to provide a customer focused support service. 

· Excellent written and verbal communication skills 

· Ability to identify improvements to processes and systems and to share the recommendations with the wider team

· Maintain confidentiality and ensure that information is stored according to the Council’s policies and service guidelines 

Undertake such other duties as may be required from time-to-time to maintain or enhance our service offer

	Indicative Qualifications

Degree or equivalent in relevant area

English and Math Qualification GCSE or Functional Skills level 2
Evidence of Continuous Professional Development



	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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