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	J o b   D e s c r i p t i o n


	Job Title:


	Parks Community Engagement Officer

	Service Area:


	Parks & Open Spaces

	Function:


	Parks & Open Spaces

	Team:


	Operations & Grounds Maintenance

	Post number:


	

	Grade:


	2 year fixed term contract

	Hours/weeks:

E.g. 36 hours/52.14 weeks
	24 hours per week

	Base location:


	Valentines Park, expected to work at any site in the service of VRCL as requested or designated



	Reports to:

Job title
	Operations Manager 

	Responsible for:

Job titles of direct reports
	· Volunteers
· Friends of Parks

· Schools

· Voluntary Sector Organisations

· Resident Groups

· Parks Action Days

· Our Parks Scheme 

	Role purpose and role dimensions:

Overview of the job
	· To work with the Operations Manager in all matters relating to stakeholder and community engagement across parks and open spaces in Redbridge.
· To be responsible for our work with Friends of Parks Groups, sustaining collaborative working, working to understand their priorities, providing ongoing guidance and support, providing opportunities for engagement and seeking solutions for key concerns.
· To support and develop communities to establish new friends of parks groups.

· To plan, organize, facilitate and evaluate regular action days in parks and open spaces, attracting new users to parks and offering appropriate training to volunteers

· To work in conjunction with colleagues in the parks and open spaces service to inform and consult with friends of groups, park users and local communities about enhancement and improvements. This will involve formal onsite consultation exercises, attending meetings, giving presentations, discussing proposals and capturing feedback.
· To support the Operations Manager in investigating and resolving customer enquiries, complaints and issues.

· Present plans and proposals to the Operations Manager, after building evidence and assessing options 



	Key external contacts:

Organisations
	Council, Friends of Parks, Voluntary Sector Organisations, Schools, Local Resident Groups, Keep Britain Tidy 

	Key internal contacts:

Job titles or groups of staff
	Head of Parks & Open Spaces, Business Development Manager, Parks Manager, Senior Nature Conservation Ranger, Head Ranger, Senior Rangers and Marketing Officers


	Financial dimensions:

Budgetary responsibility & amount.

Equipment, cash, property etc. for which employee is responsible.
	Responsible for purchasing, organising and maintaining equipment used at volunteering sessions


	Key areas for decision making:
	To supervise volunteers, rangers and other parks staff in the delivery of activities and action days within in parks and open spaces. 

To provide professional advice on matters relating to the service area, to the Operations Manager and Colleagues.



	Other considerations:

E.g. working patterns 
	Parks & Open Spaces is a 7 day per week service including evenings & weekend working patterns will need to cover the full range of opening hours according to need.
This role will involve working a number of weekends to facilitate the action days in parks and open spaces.



	Key accountabilities and result areas:
	Key elements: 

	To be responsible for our work with Friends of Parks Groups, sustaining collaborative working, working to understand their priorities, providing ongoing guidance and support, providing opportunities for engagement and seeking solutions for key concerns.

	This will involve:

· To support the Operations Manager in the delivery of the Parks Forum and Chairperson if needed
· To engage, communicate and support our established Friends Group on a regular basis with their efforts in parks

· To attend the meetings of each Friends of Parks Group to provide advice and guidance, seeking solutions for their concerns

· To actively promote and encourage others to join each Friends Group

· To provide administrative support to the Parks Forum

· Develop new partnerships and support existing ones with other local organisations, who may represent other target groups

· To be the point of contact for all Friends of Parks groups


	To work in conjunction with colleagues in the parks and open spaces service to inform and consult with friends of groups, park users and local communities about enhancement and improvements. This will involve formal onsite consultation exercises, attending meetings, giving presentations, discussing proposals and capturing feedback.

	This will involve:

· To actively support Managers in the engagement process to deliver enhancement and improvement works in parks
· To produce an appropriate communications plan for each project

· To pull together park users views and use them to shape future development and delivery

· To work closely with our Marketing Team to ensure that our user groups/volunteer events information on our website and social media platforms is up to date and relevant

· To be responsible for planning, delivering and evaluating any consultation process

· To work with other teams such as nature conservation and sport & health to develop broader activities in parks

 

	To support and develop communities to establish new friends of parks groups.


	This will involve:

· To provide accurate advice and guidance on how to set up and constitute a Friends of Park Group and ‘Our Parks’ agreement
· To support new groups in identifying and recruiting new members

· To provide appropriate training and guidance on how to use equipment and materials to deliver activities in parks

· To keep a record of all equipment provided for each individual group 

· To ensure that all organised activity of each group is appropriate and sympathetic to that park

· To aid in delivery of the groups events and activity programme where necessary


	To organize and facilitate regular action days in parks and open spaces, attracting new users to parks and offering appropriate training to volunteers


	This will involve: 

· To develop, deliver and promote a programme of action days to bring the community and park users together to keep parks safe and clean.

· Ensure the health and safety of all volunteers and maintain risk assessments.  Ensure all volunteers are trained in the use of hand tools and safety procedures.

· To work in partnership with a range of organisations and individuals, including Local Authority Neighbourhood & Enforcement Officers, Police, SNT and other community representatives to bring together a successful regular programme of days 
· To actively promote each individual action day



	To support the Operations & Grounds Maintenance Manager in investigating and resolving customer enquiries, complaints and issues.


	This will involve:

· To lead on researching and providing evidence to respond to enquiries, including site inspections and meeting park users

· To investigate complaints, gather information and provide solutions to support the Operations Team in the delivery of services

· To assist colleagues with responding to enquiries from all users to identify any persistent issues

· Undertake any other duties that may be necessary, commensurate with the grade and nature of the post.



	
	


	General accountabilities and responsibilities



	Green Statement
	This will involve:

· Seeking opportunities for contributing to sustainable development of the borough, in accordance with the Company/Council’s commitment to making Redbridge a cleaner, greener place to live.  In particular, demonstrating good environmental practice (such as energy efficiency, use of sustainable materials, sustainable transport, recycling and waste reduction) in your job.



	Data Protection/Confidentiality
	This will involve:

· Complying with the Data Protection Act 1998 – treating all information acquired through your employment, both formally and informally, in strict confidence and in accordance with Caldicott principles.

· Complying with the Code of Conduct, other practice guidelines and the rules and protocols defining employees’ access to and use of the Company/Council’s databases and systems.  Any breaches could result in disciplinary measures.

· Maintaining client records and archive systems in accordance with departmental procedure, policy and statutory requirements.  



	Conduct and Whistleblowing 


	This will involve:

· Complying with the requirements of the Code of Conduct and maintaining high standards of personal conduct, honesty and integrity.  You have a duty to raise any impropriety or breach of procedure to the appropriate level of management.  Employees making such disclosures (whistleblowing) are protected and may make them without fear of recrimination.


	Safer Working
	This will involve:

· Commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults.  Where you work in such a post the Company will require a DBS Disclosure check and references will be taken up prior to interview.



	Equalities
	This will involve:

· Complying with the Company/Council’s strong commitment to achieving equality of opportunity and outcomes in its services to the community and in the employment of people.  You are expected to understand, comply with and promote all relevant policies in your work, to undertaken any appropriate training and to challenge any prejudice and discrimination.  

 

	Customer Care
	This will involve:

· Complying with corporate and service area customer service standards and promoting the development of high quality, individualised and customer-led services, ensuring Vision’s values and embraced and adopted



	Health and Safety


	This will involve:

· Being responsible for your own Health & Safety, as well as that of colleagues, service users and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defectives and hazards to management.  
· Ensure the health and safety of all service users and staff and the company policies and procedures on health and safety are implemented and consistently monitored, including risk assessments, safe systems of work, communication and team briefings.


	To contribute as an effective and collaborative member of the team


	This will involve:

· Taking responsibility for continuing self-development and participating in training and development activities.

· Participating in the ongoing development, implementation and monitoring of the service plans. 

· Supporting and contributing to value for money, service efficiencies and improvements.



	Flexibility
	This will involve:

· The above-mentioned duties are neither exclusive nor exhaustive.  From time to time you may be required to undertake responsibilities outside the normal remit of your Job Description as required by the line manager, and are broadly within your the grading level and competence.  
· Provide emergency, out of hours service as part of a rota and make decisions and take action as required.




	P e r s o n   S p e c i f i c a t i o n

	

	Post Number:
	
	Job Title:
	Parks Community Engagement Officer

	
	Method of candidate assessment: A = Application form  I = Interview  T = Test.  
	A
	I
	T

	Minimum education/ qualifications:
	GCSE Maths & English (C or above)
Educated to degree level or equivalent in an appropriate discipline or appropriate experience in a directly related post

	X

X


	X

X


	

	Minimum experience/ knowledge/ skills:
	Experience of planning and delivering inspirational engagement activities and effective community involvement with the highest quality customer service standards.

Excellent people skills and the ability to create a warm welcome across parks and open spaces, building strong working relationships with a diverse range of partners, meeting the needs of different audiences and giving constructive feedback

Excellent writing and presentations skills including the preparation of funding applications and bid writing, concise progress reports, minutes and promotional material

Sensitivity, empathy and tenacity, able to work with other peoples agendas by adapting approach and style

Able to promote, organise and deliver activities which raise awareness of green space and seek to secure views and involvement of local communities in the development of projects

Proven track record of innovating and developing engagement offers and initiatives and the motivation and management of volunteers.

Ability to work independently using your own initiative and prioritise effectively whilst at the same time working collaboratively as part of a team

A high level of awareness and understanding of the principles and concepts of equality of opportunity and health and safety at work.
A working knowledge of parks operations and grounds maintenance and amenity horticultural practices, as well as a good working knowledge of the issues facing urban parks and open spaces

Highly developed organisational skills

Ability to travel around Redbridge regularly as work requires and able to work evenings and weekends. 

Ability to manage, work with and develop / train volunteers and others


	X
X

X

X

X
X
X
X

X

X

X

X
	X
X

X

X

X
X
X
X

X

X

X

X
	

	Minimum competencies:

Customer focus


	Ability to develop and implement effective:-



    standards of service delivery

    Customer service strategies

    promotion, advertising, marketing plans

Provides services which have been designed to meet customer needs and expectations and which conform to the highest professional standards, within a framework of accountability to stakeholders
Develops clear customer service standards and ensures that self and other staff work to these
	X
X

X


	X
X

X


	

	Communicating and influencing
	Ability to engage effectively with clients and the political process, liaise and negotiate with contractors and other professional services

Well developed communication, influencing and presentational skills


	X

X
	X

X
	

	Building relationships, working together and in partnership
	Ability to work well as part of the team.
Ability to develop partnership working in the delivery of services including new initiatives.


	X
X
	X
X
	

	Respecting & implementing diversity
	Able to understand the importance and relevance of equal opportunities in the provision of services and amongst colleagues.

	X
	X
	

	Planning, organising & achieving results
	Able to develop workable and innovative solutions in problem solving, including the ability to analyse complex resource, managerial problems and develop strategic, creative and practical solutions in business management.
Ability to manage time effectively, prioritise workload and work to deadlines.

Able to work well under pressure.

Able to work on own initiative and without supervision.

	X
X

X
X
	X
X

X
X
	

	Embracing change
	A willingness to undergo personal development and training, in particular in the areas of IT and the use of new equipment.
Able to adapt quickly to different tasks and other areas of work when required.


	X
X
	X
X
	

	For those with managerial responsibility

Leadership
	Able to develop, implement and monitor:-
-Business, service and team plans
-Learning and development plans.

Flexibility


	X
X
	X


X
	

	Managing and developing people
	All aspects of Human Resource Management including motivating and developing staff.
Ability to maintain confidentiality.
Works constantly within the principle of value for money actively seeking to work efficiently and thereby release money for other uses, without compromising essentials standards of risk management, health and safety at work
Operates Service Level Agreements in a business like way

Takes action to resolve grievance, disciplinary and performance issues speedily and effectively within agreed policy guidelines, so as to prevent damage to team effectiveness

Possesses the personal credibility to influence and direct the work of others and to inspire loyalty
	X
X

X

X

X

X


	X
X

X

X

X

X


	

	Technical competencies:
	Ability to use and operate computer systems including word processing and spreadsheets.

Extensive knowledge of the legislation, Codes of Practice and other standards relating to the operation of community sport and leisure facilities.


	X
X


	X
X


	

	Special conditions:
	
	
	
	

	Signature of Employee:
	Name:


	Date:


Parks & Open Spaces








Parks Community Engagement Officer


Job Description and Person Specification
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