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Job Description
Community Engagement Coordinator 
Location: 		The Space @ Field Lane Community Hub, 
Burnsall Road, Rastrick, HD6 3JT

Hours:			10 hours / week 


Remuneration: 	£13.45 / hour (National Lottery Funded) Flexible depending on the needs of the business

Reports to: 		Centre Manager
Core Remit
To be a visible and active presence, acting as the external “eyes and ears” of the centre externally to enable us to deliver relevant services and events for users. Work to remove barriers and promote integration within diverse communities through building trust with all stakeholders. 
Key activities and responsibilities
· Proactively represent the Centre at networking groups and wider partnerships across the area. 
· Create and maintain data set demographics to enable forward planning. 
· Seek out good proactive around service provision and understand what our competitors are offering. 
· Undertake quarterly user engagement feedback events. 
· Determine and deliver ways to regularly identify resident/user needs and convert to activity programmes. 
· Design and deliver an annual survey within the local community to establish the impact the Centre is and could have, evaluate responses and feedback to all. 
· Build sustainable relationships and liaise with local organisations such as businesses, schools and social prescribers. 
· Develop, deliver and maintain a range of visible community engagement activities such as litter picks. 
· Provide reports as required and input into rolling budget needs. 
· Supervise and work closely with a student undertaking a placement around social media, marketing and communications.
Personal Specification
· Strong communication, interpersonal, and listening skills.
· Excellent organisational and administrative skills.
· Proficient time management skills and a keen eye for details
· Strong creative skills; with the ability the think outside the box.
· Problem solving, being proactive and solution focused attitude.
· Passion for community involvement and non-profit work.
· Ability to build relationships and work with diverse groups.
· Comfortable delegated roles and responsibilities at busy times.  

The above given information is not exhaustive of the requirements for this role, you will be asked, on occasion to carry out other duties that assist others when required. 
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