TOUCHSTONE

JOB DESCRIPTION

ASSET BASED COMMUNITY DEVELOPMENT (ABCD) COORDINATOR 
Grade:

NJC Scale Points 23 – 25, starting at £27,741 pa/pro rata
Hours:

22.5 hours per week 
Responsible to:
ABCD Project Manager 
Employing Body:
Touchstone – Board of Trustees
Location:

Touchstone House, LS11 6JU

This role is fixed term for up to 12 months
It may be necessary to work flexible hours including some evenings and weekends
PRIMARY PURPOSE OF THE POST
Touchstone, has been successful in gaining a one year grant extension for  its Asset Based Community Development (ABCD) training and facilitation programme. This programme will be aimed at organisations in Leeds that are interested in finding out about ABCD and to support them to develop their existing skills/ interest, and embed ABCD approaches in their work. 

This project builds on existing work in Leeds, including Leeds City Council funded Pathfinder Projects, and will lead to the increased use and uptake of ABCD approaches within a broad range of organisations and groups.   

The primary purpose of this post is to lead, develop and co-deliver this training and facilitation programme, working in partnership with representatives from Nurture Development and your Manager.  An independent self-starter, you will be the only person employed by Touchstone to deliver this project.  You will understand how to work collaboratively and effectively across complex partnerships.  The post holder will also be responsible for the  management of the community builder in Lincoln Green.
1.
KEY RESPONSIBILITIES

1.1 To develop and deliver a range of ABCD workshops to organisations in Leeds, including introduction sessions and bespoke sessions through an ABCD workbook  based on the interests of organisations.
1.2 To develop and facilitate a pre-existing monthly ABCD Practitioner Network across Leeds for organisations/ individuals interested in developing their ABCD practice.
1.3 To develop and write  blogs for the ABCD website and manage its content in partnership with Leeds City Council. 

1.4 To work with the project Manager and Commissioners to develop and use a range of ABCD monitoring and evaluation tools. 
1.5 To work with organisations to share their learning, and celebrate their achievements including through attendance at local networks/ forums, through use of social media/ other marketing and through ‘Celebration Events’.
1.6 To recruit and manage a new Leeds ABCD forum for organisations in Leeds that will lead to a self sustained member led network.

1.7 To actively promote the work of, and share learning, of the project through the use of social media/ blogs  

1.8 To actively promote ABCD in practice across Leeds, and across a variety of different types of organisations (including for non-place based organisations).
1.9 To work in partnership with Nurture Development to recruit individuals/ organisations to attend the annually run ABCD online coaching and Training 
1.10 To lead on the communications for the project, working with the Project Manager and Communications Officer in creative and innovative ways. 
2.
GENERAL

	2.1
To attend organisation-wide meetings and events   

	2.2
To provide monitoring information and reports as part of funding and organisational requirements and for the Board of Trustees as requested by Touchstone management.



	2.3.
To assist in the publicising of Touchstone and its services and activities, including this project, including producing publicity information.

	

	2.4  To work in accordance with Touchstone’s financial procedures and systems (petty cash etc). 

	

	2.5 To work collaboratively with all Touchstone’s Leeds based teams, especially the Migrant Access Plus Project, the Mentally Healthy Leeds Service, the Better Together service and other community based health and wellbeing services.

	

	2.6 To model good practice in personal responsibility, transparency and accountability, to community groups, services and external partners.  

	2.7
To be inducted, supervised, performance managed and appraised in line with the organisation’s performance management policies and procedures.

2.8
To be responsible for personal learning and development where appropriate and undertake learning and developments activities, both mandatory and optional, to increase knowledge, skills and awareness.


	2.9
To work evenings and weekends as and when required.

	2.10
To ensure information is dealt with in accordance with Touchstone’s policies around Confidentiality, Communications, Internet, Email and Telecommunications and steps are taken to ensure that confidential information is secure e.g. service user data. 
2.11   To ensure that Data Protection, Health & Safety, Complaints Handling and Corporate Governance requirements are met.
2.12
To implement Touchstone’s policies, procedures and practices and, to comply with the aims of Touchstone at all times; to be committed to and implement Touchstone’s Equal Opportunities Policy and to promote this.

2.13
To be aware of and employ the general practices of organisational Safeguarding and Health and Safety policies and ensure these are adhered to at all times.
2.14
To undertake any other duties as directed by management in accordance with the responsibilities of this post.
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