	
	
	



Habitats & Heritage – www.habitatsandheritage.org.uk

Community Engagement Officer

Job Description & Person Specification

Job Description 

Job Title: Community Engagement Officer
Employer: Habitats & Heritage
Salary: £28,945 pro rata (£17,367) 
Hours:  3 days a week (21 hours a week)	Comment by Paul Jennings: 21 hours
Holiday entitlement: 33 days (25 days holiday + 8 public holidays) pro rata
Reports to: CEO
Location: Habitats & Heritage office at the 53 Grimwood Road Twickenham TW1 1BY with flexibility to work from home. Attendance at meetings around south and west London required.

The Charity

Habitats & Heritage is the local charity that acts for the natural and historic environment and climate in south and west London. We take care of our local landscape; its wildlife, ecosystems, heritage as well as fostering sustainable behaviours by: 
· Using our local knowledge and experience to lead the way in protecting and creating a better and more sustainable environment for everyone. 
· Working in partnership with others to raise awareness and address local environmental and heritage issues. 
· Bringing people together to better understand, learn and connect with and enjoy their local environment and heritage. 
· Empowering and mobilising communities to enhance and maintain the spaces they care about. 
· Building better quality habitats and ecosystems for nature and wildlife to thrive.
· Encouraging accessibility and involvement to ensure everyone enjoys and experiences the positive health and wellbeing benefits from spending time in our natural and historic environment. 

We are based in Twickenham and work across the London Boroughs of: Richmond; Hounslow; Kingston; Wandsworth; and Merton.




Job Purpose

We are looking to recruit a Community Engagement Officer who will help manage our community development work facilitating the formation of new ‘friends of’ parks groups and community-led environmental groups to protect and enhance parks and green spaces. The Community Engagement Officer will also empower and capacity build existing groups to achieve their aims and work proactively to enable new initiatives and groups to establish. As even more people have come to realise, our parks and green spaces are vitally important for well-being as well as nature.
You will be joining our friendly, fun and professional staff, volunteers and trustee team, who have a wealth of experience of protecting the environment, conserving heritage, supporting grassroots groups and management roles in the voluntary, public and business sectors.  

Key Responsibilities and Tasks 

1. To provide capacity building and community development support for local ‘friends of’ parks groups and other organisations and individuals who wish to protect parks;
2. To support the set-up of or initiate new ‘friends of’ parks groups;
3. To initiate and manage specific projects and work strands.
4. To manage volunteers working on the above activities 
5. To assist in the facilitation for the set-up of ‘friends of parks’ groups or groups with a similar interest in parks, nature conservation sites and green spaces;
6. To assist in the delivery of capacity building support services to local ‘friends of’ parks groups and organisations, to help these groups achieve their aims. 
7. To assist in the delivery of community development work to support community-led environmental projects;
8. [bookmark: _Int_DmAvvP7v]To facilitate networking, representation and publicity activities for ‘friends of’ groups and organisations sector in South West London;
9. To organise a periodic Friends of Parks’ Groups’ Forums to allow networking, sharing of information and learning between ‘friends of parks;
10. To research, initiate and/or manage additional projects as agreed from time to time.
11. [bookmark: _Int_qgeudxs6]To look after our tools library – loaning equipment to groups. 

Additional information

· [bookmark: _Int_C82VD2jH]The job will involve travel across South West London.   The postholder will need to complete a monthly timesheet and reconciliation of travel expenses
· Due to the nature of voluntary groups, where meetings and activities often take place outside of office hours, the hours will include occasional evenings and weekends.









Person Specification


	Skills, knowledge and experience
	Essential 
	Desirable 

	Experience of community development work (minimum 1 year)
	X
	

	Experience of working or volunteering on environmental projects
	
	X

	Good networking skills
	X
	

	IT skills (MS Word, Outlook, Excel)
	X
	

	Ability to present articulately to a variety of audiences
	X
	

	Ability to write coherent reports and minutes
	X
	

	Active listener
	X
	

	Organisational / project management skills
	X
	

	Experience of recruiting, managing and supporting volunteers 
	X
	

	Experience of running events 
	
	X

	Experience of using social media in a work context
	
	X

	In depth knowledge of one or more of the London Borough Boroughs; Richmond upon Thames, Hounslow etc
	
	X

	Management of voluntary groups/organisations
	X
	



	Behavioural
	Essential 
	Desirable 

	Collaborative
	X
	

	Creative problem solving
	X
	

	Positive attitude/flexible approach
	X
	

	Able to work on own initiative with minimum of supervision
	X
	

	Able to communicate and interact in a non-partisan way
	X
	

	Able to work with a variety of audiences at different levels
	X
	

	Able to work in and with groups of people
	X
	





Application process

Please return your completed letter of application (maximum 2 sides of A4), which must include how your skills, knowledge and experience meet or exceed those listed in the key responsibilities, skills and experience, knowledge and behavioural sections above, together with your CV, and send to management@habitatsandheritage.org.uk 

Closing date:  Friday 6th November 9 a.m.  
Interviews:   20th November 	Comment by Paul Jennings: 20th of November provisional. Am checking with Charlotte if she is available.
Enquiries:  email management@habitatsandheritage.org.uk 	Comment by Paul Jennings: Management
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