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JOB DESCRIPTION
Job title:
Third Sector Project Officer 
Grade:

7
                                          Post number:  STAF466
Directorate:
Communities and Intelligence

Unit/Team:
Health and Communities/ Team London 
Job Purpose

To support volunteering in London by engaging with potential volunteers and voluntary and community groups, providing an information giving and supporting service.  To work with the third sector to use Team London’s assets to support their work including the Team London Website and Small Grants. 

Principal Accountabilities
1. Monitor and record Team London targets and key performance indicators.  Create funding proposals and invitations for tender, where relevant, for partners to deliver impact volunteering initiatives, for example managing the Team London Small Grants Innovation programme

2. Manage, deliver and/or support Team London events related to the role which support the third sector in London.
3. Support regular training and networking sessions for local third sector groups.

4. Identify opportunities to facilitate or support local partners in new and innovating projects meeting currently unmet community needs, or convening the sector on a relevant issue.
5. Ensure excellent customer service to all potential volunteers and visitors to Team London.
6. Signpost potential volunteers and members of community groups to other facilities and resources which will support them. 
7. Undertake all administration, correspondence and data input related to the role to support the growth of Team London’s third sector offering.
8. To keep abreast of changes to volunteering policies and charity law.
9. Manage staff and resources in allocated to the job in accordance with the Authority’s policies and Code of Ethics and Standards.
10. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams.

Key relationships 


Reports to:  

Senior Manager Team London (Volunteering)
Accountable for: 
Resources allocated to the role

Principal contacts: 
Volunteering organisations, volunteers, local partners
PERSON SPECIFICATION
Technical requirements/qualifications/experience
1. Experience of working in the voluntary sector with both volunteers and third sector organisations and understanding of volunteering policies.
2. Experience of organising events, conferences and workshops.
3. Proven track record of building and maintaining relationships with both internal and external stakeholders.
4. Ability to communicate, in writing and in person, to a wide variety of different types of audiences. 
5. Excellent working knowledge of social media platforms. 
6. Good IT skills including Microsoft Office, Word, Excel. 
Behavioural competencies
COMMUNICATING AND INFLUENCING

… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.
Why is it important?

So that we can effectively engage our diverse audience - colleagues, eternal partners and Londoners - and ensure they understand, respond to what we do and help us to deliver.
Level 2

· Communicates openly and inclusively with internal and external stakeholders

· Clearly articulates the key points of an argument, both in verbal and written communication

· Persuades others, using evidence based knowledge, modifying approach to deliver message effectively

· Challenges the views of others in an open and constructive way

· Presents a credible and positive image both internally and eternally
PLANNING AND ORGANISING

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.
Why is it important?

Success is measured by results. We will be judged by our ability to turn ideas and opportunities into concrete actions, working in partnership with others to deliver clear outcomes for Londoners in priority areas. 

Level 2

· Prioritises work in line with key team or project deliverables

· Makes contingency plans to account for changing work priorities, deadlines and milestones

· Identifies and consults with sponsors or stakeholders in planning work

· Pays close attention to detail, ensuring team’s work is delivered to a high standard

· Negotiates realistic timescales for work delivery, ensuring team deliverables can be met
PROBLEM SOLVING

… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions.
Why is it important? 
Our work involves breaking new ground. We need to understand the challenges the GLA, the GLA Group and other partners face and respond innovatively with new ideas and ways of working.
Level 2

· Clarifies ambiguous problems, questioning assumptions to reach a fuller understanding

· Actively challenges the status quo to find new ways of doing things, looking for good practice

· Seeks and incorporates diverse perspectives to help produce workable strategies to address complex issues

· Initiates consultation on opportunities to improve work processes

· Supports the organisation to implement innovative suggestions
ORGANISATIONAL AWARENESS

… is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.
Why is it important?

We are a high profile organisation, balancing statutory responsibilities with different demands and agendas. Our decisions can have wide repercussions on Londoners and beyond so we need to be able to navigate carefully and sensitively.
Level 2

· Challenges unethical behaviour 

· Uses understanding of the GLA’s compel partnership arrangements to deliver effectively

· Recognises how political changes and sensitivities impact on own and team’s work

· Is aware of the changing needs of Londoners, anticipating resulting changes for work agendas

· Follows the GLA’s position in the media and understands how it impacts on work
RESPONDING TO PRESSURE AND CHANGE

… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift. 
Why is it important?

We operate in a challenging social, economic and political context that is constantly changing. We need to respond to this positively and resiliently to ensure we continue to meet the needs and expectations of Londoners.
Level 2

· Maintains a focus on key priorities and deliverables, staying resilient in the face of pressure

· Anticipates and adapts flexibly to changing requirements 

· Uses challenges as an opportunity to learn and improve 

· Participates fully and encourages others to engage in change initiatives 

· Manages team’s well-being, supporting them to cope with pressure and change 

BUILDING AND MANAGING RELATIONSHIPS

… is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 
Why is it important?

Having good working relationships with colleagues and effective alliances with eternal partners will help create an organisation people want to work with, enabling more effective delivery of the organisation’s strategic priorities.
Level 2

· Develops new professional relationships 

· Understands the needs of others, the constraints they face and the levers to their engagement

· Understands differences, anticipates areas of conflict and takes action

· Fosters an environment where others feel respected

· Identifies opportunities for joint working to minimise duplication and deliver shared goals
Reasonable adjustments

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
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