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Good Neighbour Scheme 
Support Officer 

Job Description

Job Purpose

[bookmark: _GoBack]The Good Neighbour Scheme Support Officer (for the town of Bedford) is a new role.  The post-holder will assist the Team Leader (Care & Support Services) in supporting the county’s network of Good Neighbour Groups; and in establishing new groups. Good Neighbour Groups exist to provide early, grass roots support to local residents (such as collecting shopping & prescriptions; transport; befriending, etc) meeting beneficiaries’ lower-level needs, removing / delaying the need for statutory service involvement; and linking them to community, voluntary, public or private sector info and support where appropriate.


The post-holder will: 
· support communities to increase local resilience through establishing new GNS groups
· support existing GNS groups to maintain sustainability through recruiting/equipping new volunteers
· work with ‘pop up’ community groups launched during the Covid pandemic to support those wishing to continue longer term
· strengthen the GNS Network identity among group members by supporting existing /new GNS to share best practice and communicate effectively together through Network meetings and use of the Network members’ area of the BedsRCC website.
· boost the Network identity within Bedford Borough via traditional promotion methods - such as town newsletters - and via social media
· support the Team Leader with GNS monitoring and quarterly reporting 


The post holder will report to: Team Leader – Care & Support Services.




Job responsibilities

Good Neighbour Scheme Support Officer 

· hold regular GNS Network meetings (virtually and in person) with info, guest speakers and themes to meet Network group members’ needs
· set up a minimum of 3 new GNS groups, carrying out surveys to identify suitable communities, potential volunteers and beneficiaries
· support organisers within existing GNS groups to recruit additional / replacement steering group volunteers; as well as to fill gaps among their supply of phone-holders, drivers or befrienders, as required
· act as a link between the Team Leader and the GNS groups to identify and feedback case studies and group successes/concerns to the TL for further BedsRCC support and quarterly reporting 
· establish a referral system for Network members to link residents requiring more in-depth support to BedsRCC’s Town Community Agent and/or Social Prescribing service
· develop a GNS feedback system/questionnaire to capture and reflect beneficiaries’ experiences and GNS outputs and outcomes
· carry out surveys to gauge group opinions, needs and strengths and Network future development opportunities
· provide BedsRCC’s marketing officer with regular Network good news stories for website, Twitter, Facebook etc.  
· liaise both externally (with other voluntary and community organisations - churches, WI etc) and internally (with other BedsRCC outreach staff) to utilise existing and new communication lines to promote the GNS Network and to reach potential new GNS volunteers and beneficiaries 
· provide ongoing IT and office support maintaining up to date, accurate, secure, well organised record-keeping to ensure the Network administration runs effectively.

General
· Report monthly (or as required) to line-manager
· Actively pursue self-development, identifying training and Continuing Professional Development needs and potential solutions
· Adhere to BedsRCC’s policies and procedures at all times
· Undertake other duties as may reasonably be requested
Person Specification

	
Educational Qualifications

	Essential attributes
	Desirable attributes

	Qualified to Level 3 (Intermediate Higher Education or equivalent) or similar demonstrable level of ability
	Qualified or trained in relevant discipline, e.g. community development

	Skills and knowledge

	Essential attributes
	Desirable attributes

	IT literacy – including ability to set up and interpret simple surveys and databases
Ability to enthuse, motivate, support and work with volunteers
	Experience of working in community development 
Knowledge of Bedford and Kempston localities and issues

	Experience

	Essential attributes
	Desirable attributes

	Effective written and oral communication skills including holding meetings by            Microsoft Teams or Zoom
Ability to prioritise and juggle multiple priorities
	Recruiting, training and supporting volunteers, ideally within a community setting
First-hand experience of contributing as a volunteer within a local community project or group
Experience of living/working within a town or urban area

	Personal qualities

	Essential attributes
	Desirable attributes

	Ability to explain information/ instructions simply and clearly to a wide range of clients
Organised, methodical and logical approach
Ability to work both under supervision and independently
Energy and enthusiasm
	A desire to help people and communities






	Other

	Essential attributes
	Desirable attributes

	Own vehicle and full driving licence - ability to travel independently
Approved DBS check (can be undertaken by BedsRCC)
Prepared to work flexible hours if required, including occasional weekends / evenings
	First Aid at Work certificate
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