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Project Officer 
Fixed Term or Secondment opportunity, immediate start

PLEASE NOTE:

This post is funded by the National Lottery. We understand that this may be a concern for some applicants. 

Together Middlesbrough & Cleveland’s Trustee Board is seeking applications for a Project Officer to take the lead on our food insecurity work. We are looking for someone to bring their personal knowledge, skills, and experience to co-ordinate and develop our work with organisations and residents across Middlesbrough and Redcar & Cleveland. The postholder will have the personal and professional experience to support the charity’s high-quality work in tackling poverty and supporting local communities to thrive and flourish. The successful candidate will work closely with the Chief Officer, to provide support in the current challenging landscape. 
Due to grant conditions funding the post, the role is initially full time, Fixed Term, to the end of March 2021. However, there may be scope to extend the post, subject to funding. As we are looking for someone who can start immediately, we are happy to consider secondment opportunities from local organisations and/or job share options. 
Hours: The post is full time (37.5hrs per week). Due to the temporary nature of the role, Secondments and Job Share options will be considered. 
Salary: £26,813 pa.
Due to the current Government COVID 19 guidance on social distancing, interviews will take place online as soon as possible.
Further information including a Job Description and Person Specification; and the Application Form, is available at https://togethermc.org.uk/ 
To apply for this post, please email kathryn@togethermc.org to express an interest by 5 pm on Monday 30th November. We would then require a completed Application Form by 5pm on Friday 4th December

· TM&C Project Officer Job Description and Person Specification


· TM&C Project Officer Application Form
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PLEASE NOTE: This post is funded by the National Lottery. We understand that this may be a concern for some applicants. 

Project Officer

Job Description:



Responsible to:  	Together Middlesbrough & Cleveland Chief Officer and Board of Trustees

Hours: 	Full time (37.5 hours per week) Secondment and Job Share options welcomed

Location:	South Tees - Middlesbrough & Redcar & Cleveland

Key Partners: 	Include local churches, community centres and schools, Middlesbrough Environment City, Food Partnership and Food Power Alliance members, Local Authorities, MVDA, & RCVDA



Salary:  		£26,813 pa



Project length:	Initially Fixed Term temporary contract to the end of March 2021



Job Purpose:

To co-ordinate and develop TM&C’s Food Poverty Project Work, with a focus on food insecurity and sustainable solutions. A key task would be to co-ordinate the Feast of Fun Holiday Hunger Programme, working with churches, community groups, schools, and local agency delivery partners to provide holiday activities and healthy food for low-income families during the school holidays.



Main Duties: 

The post holder will be responsible for the co-ordination and development of this programme of work, based on the ethos and values of TM&C. You will be expected to use mature judgement and initiative in establishing priorities, planning your work, and seeing it through to completion.  



Project development

· Identify priority communities across South Tees where holiday provision is most needed, based on Free School Meal and Index of Multiple Deprivation figures

· Asset-map the existing resources, activities, and networks of Feast of Fun and other holiday provision across South Tees

· Identify potential new providers of holiday provision with the relevant experience and capacity in the priority communities as identified above

· Develop a model of holiday provision with agreed essential elements that can be delivered building on the assets in each local community, and within current COVID-19 guidelines and legislation

· Work with existing and new providers based on the cluster model of provision, to maximise resources and assets at a local level

· Review and update holiday provision guidelines to ensure they meet current policy and legislative requirements including safeguarding, health and safety, food hygiene, GDPR

· Identify training and development opportunities within existing and new providers and plan appropriate training and development in partnership with other agencies

· Identify examples of good practice and learning to share across holiday provision projects

· Develop a network of partner organisations that will work with local providers to support a range of enrichment activities for the physical, social, emotional, and spiritual development of children

· Develop a network of partners that can support trips and outings to give children and families the opportunity to enjoy learning outside of their community – subject to current social distancing and COVID-19 restrictions

· Work with partner organisations to establish a menu of healthy food provision for children and families, which meet school meal standards guidelines

· Work with local groups, MVDA, RCVDA, Teesside University, and other agencies to grow a network of volunteer support for Feast of Fun

· Raise awareness and understanding of the challenges faced by local families in the school holidays amongst local businesses and secure business support for the programme

· Maintain effective lines of communication between key partners and providers

· Manage activities in line with budgets and ensure they are as cost effective as possible 

· Maintain accurate records and monitoring information, write and present reports regarding the Feast of Fun Project and other work undertaken, as required

· Your contract will include a requirement to comply with the reasonable instructions given by or on behalf of the Board of TM&C. It will include a requirement in relation to the management or avoidance of conflicts of interest.

General:

1. To work within the values and policies of Together Middlesbrough & Cleveland at all times 

2. To take part in line management supervision and appraisal as required

3. To ensure any information processed for both service users and staff is kept accurate, confidential, secure, and in line with GDPR and Together Middlesbrough & Cleveland’s Confidentiality Policy

4. To have a duty and responsibility for personal health and safety and the health and safety of colleagues, service users, and visitors 

5. To attend meeting, training, and events as required – subject to current social distancing and COVID-19 restrictions

6. To undertake other tasks commensurate with the position as required.

Line management and employment matters

The TM&C Chief Officer will be assigned as your line manager.

Your contract will include provision in respect of statutory entitlement to leave, sickness absence, grievance and disciplinary procedure, etc.



Probation and notice period 

The appointment is subject to safer recruitment procedures. The usual three-month probationary period is not applicable due to the Fixed Term nature and length of the contract. During the contract, the notice that you are required to give TMC is one month.



Place of work

From 2020, all TM&C posts will be home-based. Hot desk arrangements in partner organisations will be available as required. Flexible working will be necessary, including some weekend and evening work. You will be required to travel independently within the Middlesbrough and Redcar & Cleveland area as part of ordinary working.  You may be required to attend a reasonable number of conferences and meetings elsewhere in the country.  Reasonable travel expenses necessarily incurred in performing your duties will be reimbursed. All of the above arrangements are subject to, and in accordance with, current social distancing and COVID-19 restrictions in place at the time.



Hours and Remuneration

The working time of the post is 37.5 hours per week, subject to short-term variation by mutual agreement.  There is no overtime payment, but time off may be taken in lieu.  Leave is based pro-rata on a full-time entitlement of 25 days plus public holidays (10 days over 5 months).



The gross remuneration is £26,813 pa (or £ pro rata if Job Share). After four months’ employment the company makes a pension contribution of up to 7.5% of gross salary to the employee’s chosen pension scheme.






Person specification 

This document sets out the skills and experience required for this post and will be used for shortlisting and interviewing candidates.

		Requirements

		Essential























		Desirable



		Education/Qualifications



· Degree level education in a relevant subject, or substantial evidence of relevant experience that has demonstrated ability.

· Be able to clearly demonstrate a good level of critical thinking and written communication skills.



		









		





		Experience



· At least three years relevant work experience 

· Experience of working with the public in a community development role.

· Experience of project development, planning and management.

· Experience of co-designing projects with beneficiaries.

· Experience of partnership working with organisations and professionals including statutory and voluntary, community or faith-based groups.



		















		





















		Knowledge 

· Knowledge and understanding of asset-based community development.

· Knowledge of the challenges faced by low -income families.

· Knowledge of the impact of ‘Holiday Hunger’ on children and young people.

· Local geographic knowledge of Middlesbrough and Redcar & Cleveland and the different local communities.



		











		











		Skills

1. Excellent verbal communication skills, able to establish and maintain effective relationships with a diverse range of people.

1. Excellent written communication skills, and computer skills, with a priority being a high degree of capability with Excel spreadsheets. Also, to include Word, Powerpoint and social media.

1. Excellent organisational skills.

1. Ability to empower and work with people in local communities, harnessing their skills and experiences.

1. Ability to network and develop effective partnerships.

1. Ability to think reflectively and respond appropriately to challenges.

1. Ability to work as part of a team towards a common objective. 

1. Ability to manage and support volunteers.

		                         All essential







		



		Personal

1. Smart appearance and a warm and friendly personality.

1. A commitment to the values and aims of TM&C.

1. Compassionate, person centred and non-judgmental approach.

1. Self-motivated and able to work on their own initiative.

1. Someone who expects and works to high standards.

1. Willingness to work within TMC’s policies and procedures.

1. Willingness to undertake professional development.

1. Ability and willingness to work flexibly.

1. Ability to travel independently using your own transport.



		All essential
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APPLICATION FORM   


Application for the post of Project Officer

Please complete and e-mail this form to Kate Jeffels, at email: kathryn@togethermc.org.uk 

Due to the short term nature of the role, if you are already employed in a similar role and would like to be considered for a temporary secondment, please discuss this with your line manager as soon as possible and contact Kate Jeffels at the above email address.

To apply for this post, please email kathryn@togethermc.org to express an interest by 5 pm on Monday 30th November. We would then require a completed Application Form by 5pm on Friday 4th December


Please type or write clearly using black pen, in order that this form can be photocopied


Where did you hear about this vacancy? ________________________________ 




Please provide the names, organisations, job titles, addresses and phone numbers of three referees.  At least one should be your current or most recent employer.  

Please indicate the capacity in which you know referees.


		1

		2

		3



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		





1 May we approach this referee for a reference now?    YES/NO

2 May we approach this referee for a reference now? YES/NO

3 May we approach this referee for reference now? YES/NO 

Beginning with your current or most recent employer and working backwards in chronological order, please give details of your career to date.


		Dates

		Name and address of employer

		Job title and summary of duties

		Reason for leaving



		From

		To

		

		

		



		

		

		

		

		





Beginning with your current or most recent educational establishment and working backwards in chronological order, please give details of your education to date.


		Dates

		Place of study

		Qualifications attained



		From

		To

		

		



		

		

		

		





		Membership of Professional Bodies (if applicable) 





		Do you have a current clean driving licence?        YES/NO


Do you have your own vehicle?        YES/NO






		Please give your reasons for applying for this post.  You should outline your interest in the post and describe your relevant skills and experience.  You should also use this space to tell us anything not covered elsewhere, which you feel is relevant.  Please check the job description and person specification before completing this section.  You may use up to two sides of A4 but should not feel obliged to fill the space. 


Continued









*Successful candidates will be required to undertake a DBS (Disclosure and Barring Services) check



I confirm that the information contained on this application form is, to the best of my knowledge, correct and accurate. I agree to the information being processed in accordance with GDPR 2018.

Signed : …………………………………


Dated : …………………………………..






NAME: _________________________________________________________________











ADDRESS: ______________________________________________________________







_______________________________________________________________________











PHONE NUMBER (daytime): ___________________________________________________________







PHONE NUMBER (evening): ___________________________________________________________







Email address___________________________________________________________











Rehabilitation of Offenders Act







Under the provisions of the Rehabilitation of Offenders Act, you do not have to disclose information on certain convictions after a set period of time, as they become ‘spent’.[ However, this post is exempt from the above Act, therefore,  ALL convictions and any cautions or bind-overs must be declared and cannot be regarded as ‘spent’.]



Have you ever been convicted of a criminal offence?     Yes  /  No 







Do you have any criminal charges or summonses pending against you?      Yes  /  No







Having a criminal record will not necessarily bar you from working with us.











Disabled Applicants







If invited to interview, are there are special arrangements that you would like to be made for you?















Together Middlesbrough & Cleveland, Company registered in England No. 09196281 Registered Charity No. 1159355
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