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JOB DESCRIPTION FORM

	JOB TITLE:
	Casual Community Development Staff

	DATE COMPILED / AMENDED:
	 November 2024


	DEPARTMENT:
	Community Development


	COMPILED BY:
	NH/SH/SW

	Job No:
	Casual work




JOB OUTLINE
To assist at the Council’s events in the Borough’s parks, open spaces and town centres. To deliver youth engagement sessions in areas of need. To support the Community Development Team in the delivery of other projects including arts & culture, environmental sustainability and community welfare. To support various officers of the Council with additional physical and administration duties. 

DUTIES

	1. 
	To deliver community projects under the direction of Broxbourne Council’s Community Development Team. These may include but are not limited to:
i) youth work including youth sports, detached youth work, youth clubs and other youth projects in locations throughout the Borough of Broxbourne
ii) events in the Borough’s parks, open spaces and town centres. To assist with community events held in Council facilities.
iii) sports development projects within the Borough of Broxbourne including initiatives to address holiday hunger and physical inactivity
iv) arts and cultural projects within the Borough of Broxbourne
v) initiatives to support vulnerable residents e.g. provision of food parcels, employability schemes, projects to address mental ill-health and isolation etc.

	1. 
	To ensure all the Council’s policies and procedures are being adhered to.

	1. 
	To support any partners helping to deliver or attend the events/projects

	1. 
	To ensure the health and safety legislation is adhered to and that members of the public are not exposed to the unacceptable risk of coming to serious harm. 

	1. 
	To participate in any training the role requires. 

	1. 
	To ensure all equipment is assembled correctly and safe to use for its purpose. 

	1. 
	To assist in preparing and leading a variety of games and activities. 

	1. 
	To liaise with members of the public and support where needed.

	1. 
	To refer any safeguarding concerns to the Designated Child/Adult Safeguarding Leads 

	1. 
	To ensure the necessary registers and session monitoring forms are completed

	1. 
	To communicate effectively with the lead officer for the project

	1. 
	To carry out any other duties as required by the lead officer.

	1. 
	To undertake any other related duties and responsibilities as they arise.








RESPONSIBILITY AND AUTHORITY

	Staff:
	None


	Financial:
	Authority as may be delegated by the Council.


	Professional:
	None


	Equipment:
	Various depending on project


	Other:
	None




RELATIONSHIPS

	Accountable to:
	Community Development Manager / Community Development Officers


	Contacts with other people:
	

	a) Own Department:
	Community Development Team


	b) Elsewhere within the Council:
	Community Safety, Communications, Broxbourne Sport

	c) Outside the Council:
	HCC Services for Young People, Herts Sports Partnership, Registered Social Landlords. Sports Clubs, Arts Organisations, Community groups and local charities. 



PHYSICAL CONDITIONS

	Location:
	Various


	Exertion:
	May be required to lift heavy equipment such as temporary structures


	Accident/Health Risks:
	No significant risks associated with the the role provided duties are carried out with due care and attention and in accordance with normal rules and procedures.




EQUAL OPPORTUNITIES 
All staff are reminded that they must comply with Council Policy on Equal Opportunities to ensure the fair and equal treatment of all Council staff and customers.

EMPLOYMENT CHECKS REQUIRED FOR THIS POST 
The Council is required by the Home Office to carry out standard checks for all employment under the Asylum and Immigration Act 1996.  These checks require you to provide proof of your right to work in the U.K.  We would need to see your original passport or full birth certificate or an appropriate letter/document issued by the Home Office. We also require proof of your permanent National Insurance Number (a P45, P60, NINO card or a letter from a Government Agency).  If you cannot produce any of these documents or are unsure whether the documents you have provide the necessary proof please contact the Personnel Office for advice.

The Council’s policy on the employment of ex-offenders is as follows:-
Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.
As this post has substantial access to children or vulnerable adults or is based at premises deemed to be school premises or is subject to legal protection or administers justice it is a condition of any offer of employment that the Council applies for and has received the outcome of the Disclosure of any criminal records.  As part of this process you will be required to provide documentation relating to your identity and also complete an application form.  The outcome of the Disclosure of any criminal record must be received before potential candidates can start in post.  There is a requirement that this will be repeated every three years after employment.

If you have any query relating to these required checks, as stated above, please do not hesitate to contact Personnel and Payroll.
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