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Supporting Lesbian, Gay, Bi and Trans People in Redbridge.


Redbridge Rainbow Community

Job Description 

Project Officer

JOB TITLE: Project Officer

REPORTS TO: Chair and Trustees

RESPONSIBLE FOR: Volunteers

Salary: £12,500 Per Annum including Outer London Weighting

18 – 24 Month Post

Holiday: 14 days Per Annum
Hours: 17.5 hours per week

Redbridge Rainbow Community:-
Redbridge Rainbow Community was formed at the end of 2010, with the aim of challenging prejudice and discrimination, and promoting good working practices towards Lesbian, Gay, Bisexual and Transgender [LGBT+] people who live, work, study or socialise in the borough of Redbridge; and also, a positive forum for LGBT+ people.

The group was established as a priority project from the local Change-Up Consortium in 2010.The organisation is a company limited by guarantee and has secured funding from a variety of sources, including in this particular year from the London Borough of Redbridge, and the Heritage Lottery fund.

Purpose of post:-
To organise a range of activities and support to the LGBT+ community living and working in Redbridge and East London. To manage the monthly drop in and work with a range of statutory and non- statutory partners and stakeholders to promote the work of the organisation and ensure that the LGBT+ community views and needs are addressed in all areas of the public realm and services. To engage and support LGBT+ community in East London.
Main responsibilities: 

· To organise and deliver monthly drop in sessions in partnership with local organisations.
· To support the work on the RRC committee and trustees.
· To organise consultation meetings.
· To provide a range of engagement activities i.e. WAD (World AIDS Day) event, hate crime week, LGBT+ history month and participation in Pride in London (walk in).
· To work with partners in the voluntary sector and other agencies such as the Police, CCG (Clinical Commission Group) to promote the work of the organisation and consult on policy that will impact the LGBT+ community.
· To signpost LGBT+ member of the community to relevant services.
· To provide information to members and keep the community and stakeholders up-to date with local policy and provide a monthly newsletter.
· To provide written monthly reports and other materials as required to the trustees and funders.
· To work within budget requirements.
· To recruit and supervise volunteers and workers (freelance) engaged in specific activities.
· To work occasional evenings and weekends in response to local needs.
· To be familiar with and implement the organisations equal opportunities and health and safety policies.
· To undertake any other duties as may be reasonably required by Redbridge Rainbow Community trustees.
	Person Specification for the Post of project officer
Redbridge Rainbow Community

	Knowledge


	1. Knowledge of LGBT+ services and support in East London communities.

2. Awareness of key policies related to housing, health and hate crime and the impact of local and national policies for LGBT+ community.

3. Understanding of issues relevant to personal information and confidentiality IPR (non-disclosure agreement).

4. Experience of working in the voluntary sector and with key statutory and non-statutory stakeholders.
5. Critical familiarity with the offer in London of the LGBT+ community.



	Qualifications

& Experience


	6. A degree in a relevant subject, or equivalent experience and training.

7. Professional work experience in the voluntary sector.
8. High level of experience and competence in IT, including MS Office especially Excel, MailChimp, webmail and excel.
9. Experience of producing high quality written materials to support policy development and educational and promotional work, and efficient administration (e.g. minute taking).
10. Experience of conducting public consultation and/or evaluation of events.

11. Experience in delivering and organising community events.
12. Experience of working with volunteers and health and safety policies.

    

	Leadership

And

Management

Framework

	Achieving Results:-
13. Delivering proven high levels of customer satisfaction.

14. Applies strong analytical skills to ensure the best results.

15. Remains calm, patient, professional and motivated in occasionally pressurised situations.

16. Demonstrable experience of innovative approaches and successful partnership working.


	
	Engaging With Others:-
17. Demonstrate strong and effective communication skills, both written and verbal.

18. Experience of working effectively as part of a small team or on own initiative.

19. Excellent interpersonal skills to deal effectively with a variety of partners, customers and colleagues.



	
	Valuing Diversity:-
20. Knowledge of how equality of opportunity principles impact on service delivery in a multicultural environment.

21. Knowledge and commitment to Equal Opportunities and the ability to implement within the service and for service delivery.



	
	Learning Effectively:-
22. Keen to take responsibility for continuous professional development.
23. Able to identify and respond to own training needs.


	Other

	24. Willing to travel to various sites and locations to carry out the duties of the post and represent the service as required.

25. A DBS (Disclosure Barring Service) enhanced disclosure that is satisfactory to us will be a condition of appointment.

26. Willing to work outside normal working hours as required including evenings and weekends.
27. Understanding of the voluntary sector.


	Desirable

	28. Experience of managing a website.
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