
 

Job Description 

Job Title: Community Engagement Worker 
Responsible to: Director 
Pay: £30,952 (pro rata 22.5 hours per week, £18,211) 
Purpose of job 

To develop QDT’s current work plans, as well as developing new ideas and projects. This 
work includes planning, securing resources and delivering specific goals and targets 
alongside local people and groups in the community.  

To listen to the needs of the local communities and support them in building new initiatives. 
The aim is to improve links between services, local groups, new initiatives and the 
community, and to enable increased community activity. 

Developing and maintaining strong links and good communication with other local voluntary 
organisations, funding bodies, council department and government regeneration initiatives 
to the benefit of all sections of the community.  

To co-ordinate and develop a Volunteering Programme.  

To maximise the contribution of all volunteers, using best volunteering practice, to ensure 
proactive support to our service users. . 
Main Duties 

1. To sustain the existing programmes in QDT, and ensure they are adequately 
managed and resourced. At present these include: Youth Club and youth activities, 
older people lunch club, summer schemes, volunteering and annual Quaggy 
Carnival 

2. To develop new plans for potential projects by a process of solid research and 
community consultation and participation in decision- making.  

3. To contribute to funding applications and bids to funding bodies for existing and new 
projects/ programmes and ensure accurate monitoring of their outputs and 
outcomes. 

4. To plan, resource and deliver the annual Quaggy Carnival for the community, 
working with the main carnival committee. To organise additional community events 
that will build a sense of belonging and involvement in our community. 
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5. To organise and edit the regular (at present quarterly) newsletter. 

6. Responsible for the recruitment, selection process and training of volunteers. 

7. Foster excellent relations with potential and existing volunteers, providing advice, 
support, co-ordination and motivation as required. Be an enabler of essential 
communication between volunteers and QDT 

8. Facilitate partnerships: 

- Internally: by working in partnership with colleagues to ensure information is 
communicated effectively to volunteers and influence ways of working in order that 
staff and volunteers work together seamlessly. 

- Externally: by exploring partnerships with other organisations to strengthen our 
volunteering activity and partnership working 

9.Work strategically with groups to maximise their contribution. 

10.   Identifying and recruiting volunteers. Working closely with the team to have optimal   
levels of good quality volunteers. 

11Work with volunteers and colleagues to organise and facilitate appropriate local training 
opportunities. 

12  To work within the Community?team by joint planning, good communication; organising 
events and joint projects and maintaining good working relationships with appropriate staff 
within the service and other external agencies. 

12. To undertake community outreach work 

13. To support the retention of volunteers through network meetings, and social events and 
activities. 

14. To record and monitor statistical and qualitative data around users of our services. 

15. To carry out all duties with due regard to the provisions of health and safety regulations 
and Quaggy Development Trust Equality  Diversity and Inclusion Policy and safeguarding 
procedures for the service; reporting any concern appropriately. 

16. To ensure that the duties are undertaken with due regard and compliance with the Data 
Protection Act and related legislation and regulations. 

17. To carry out any other work as appropriate to the level and general nature of the duties 
of the post and to attend and participate in staff meetings, training days and other meetings 
concerning the running of the services. 
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18. To do occasional weekend and evening work in context of both this specific role and the 
wider needs of the service. In particular, there is a regular commitment to Thursday 
evenings up to 7.15pm. 

Person Specification 

Job Title; Community Engagement Worker 

Short Listing Criteria: E = essential  D = Desirable 

Experience/Education 

Minimum of 2 years community based experience     E              

Experience of the recruitment, selection, training and retention of volunteers E 

Working within a team         E 

Knowledge/Skills and Abilities 

Demonstrate ability to identify, engage and involve potential service users, particularly 
those likely to engage in the service       E 

Ability to network widely to promote volunteering opportunities   E 

Ability and experience of using own initiative      E 

Knowledge and understanding of safeguarding issues and procedures  E 

Ability to draft reports and present information both verbally and in writing, in a variety of 
formats for a range of audiences        E 

Ability to work with people with differing needs from a variety of backgrounds E 

Ability to manage own administration, including the use of IT    E 

Empower parents to identify issues, take decisions and identify goals for the    benefit of 
themselves and their families        E 

Ability to communicate positively at all levels      E 

Good level of ability to record and use quantative and qualitative information E 

Education 

Valid First Aid Certificate         D 

Equality & Diversity 

A good knowledge and understanding of equality  and diversity issues, with a commitment 
to an inclusive approach to working with service users  E 

Commitment to adhere to the Quaggy Development Trust Policies and  Procedures   
           E 

Hours: 22.5 hours a week with a willingness to work out of hours on occasions 

Location: Quaggy Children’s Centre, Orchard Hill, SE13 7QZ 
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Holiday entitlement: 25 days a year plus bank holidays (Pro Rata) (3 of which have to be 
taken between Christmas and New Year) 

This post requires an enhanced DBS disclosure check
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