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Job Description

DEPARTMENT:		Green Spaces and Sustainability

POST:			Community Asset Officer

GRADE OF POST:		GR08

RESPONSIBLE TO:	Green Spaces Development & Asset Manager

JOB PURPOSE:	
To play a key role in supporting the delivery of the Council’s Community Asset Programme by providing general project development and information / advice.  Assist community groups to become responsible for the self-management of assets, ensuring long-term sustainability. 

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Support the transfer of pavilions, playing fields and other identified assets (in line with the Council’s CAT Policy) to community groups (including town and community councils).
· Maintain existing management reporting systems to track progress and effectiveness of asset transfers.
· Maintain transfer logs and undertake various administrative duties, including financial processing and monitoring.
· Engage with interested parties to ensure that robust financial forecasts/business plans are prepared for effective and sustainable asse management post-transfer.
· Review and assess Expressions of Interest, business plans, governance arrangements and supporting documentation submitted by prospective asset transferees, identifying risks and making recommendations to inform decisions in accordance with the Council's Community Asset Transfer Policy.
· Monitor the progress and outcomes of Community Asset Transfers, supporting community organisations to maintain compliance with transfer agreements
· Assist the team in the development, preparation and submission of bids for external funding, preparing project claims, reimbursements and provide documentation required by the Finance Department throughout the project for any successful bids.
· Provide project development support and be responsible for developing , implementing and maintaining project governance systems.
· Provide project administrative support to the Green Spaces Development and Asset Manager as required.
· Take the lead role on the investigation and exploration of new and existing funding sources and provide information to signpost/ support community groups and Town/Community Councils to access funding opportunities, as well as providing advice and guidance with various application processes.
· Undertake procurement exercises independently as required, ensuring the Council’s Contract Procedure Rules and any other requirements of external funders are adhered to.  
· Co-ordinate and support the CAT Steering Group and CAT Operations Group, ensuring accurate minutes are taken, actions are noted and duly acted upon.
· Assist in the day-to-day administration of the Council’s funding streams in relation to the CAT Programme.
· Co-ordinate with the team to assist community groups to develop solutions to complex problems, overcome barriers to progress and work with a range of professionals including business advisers under the Council’s CAT Business Support contract.
· Liaise with members of the Parks Department, Corporate Landlord, Legal Services, other BCBC teams and the CAT Steering Group in providing information to support appropriate officers and Elected Members regarding Expressions of Interest (EOI) and financial forecasts / full business cases in accordance with the approved CAT Policy.
· Assume responsibility for own caseload/projects as allocated and supervised by the team; ensure work is completed to appropriate standards and within adopted timescales and performance standards, reporting any potential or actual delays.  
· The role will involve working limited unsocial hours, such as when attending evening meetings.
· Be responsible for safekeeping of own ICT and telephone equipment.


GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees.  Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.


Person Specification
Community Asset Officer

The following attributes represent the range of skills, abilities and experiences etc. relevant to this position. Applicants are expected to meet the attributes that have been identified as essential (Yes).
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	Requirements
	Essential
	Method of Evaluation/Testing

	Qualifications, Education & Training
	· Educated to degree level or an ability to demonstrate competence through experience.
	Yes 


	Production of original Qualification Certificates and application form.

	Knowledge & Experience
	· Experience of developing and running projects or a strong willingness/ability to learn.

	Yes 

	Interview, application form and selection process.

	
	· Knowledge of the principles of project management.

	Yes 

	

	
	· Knowledge and experience of delivering successful outcomes through working with others, including community groups and technical services.

	Yes 

	

	
	· Experience in developing strategies, business plans and financial forecasts and administering grant schemes.

	Yes 

	

	
	· Understanding of the community sector specifically, legal structures, governance, and procurement.

	Yes 

	

	
	· Knowledge of Community Asset Transfer (CAT) Policies and Procedures.

	
	

	
	· Previous experience of working in a public sector environment.

	
	

	Skills & Personal Qualities
	· Strong verbal and written communication skills to effectively liaise with community groups, council members, town and community councils and other stakeholders.

	Yes 

	Interview, application form, and selection process.

	
	· Understanding of financial processes, including financial monitoring.

	Yes 

	

	
	· Excellent organisational skills and time management skills.
	Yes 

	

	Skills & Personal Qualities Continued
	· Meticulous attention to detail, especially when preparing documentation and ensuring compliance with procedures.

	Yes 

	Interview, application form, and selection process.

	
	· Ability to identify appropriate project milestones with timescales, monitor and report on progress.

	
	

	
	· Ability to prepare presentations and reports to a high standard and understand complex data.

	
	

	
	· Ability to develop solutions to complex problems and overcome barriers to progress.
	
	

	
	
	
	

	
	· Ability to work flexibly and adapt to a demanding and changing environment.

	Yes 
	

	
	· IT literate and able to use a range of packages including word, excel etc.

	Yes 
	

	
	· Ability to think clearly and be discrete and professional.

	Yes 
	

	
	· You must have a motor vehicle available for use on official journeys.
	Yes
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