
 

  

 

   

 

 
 

JOB DESCRIPTION 
 
JOB TITLE: Community Projects Officer – Volunteering, 

Employability and Digital Inclusion 
 
SALARY/HOURS:   £19,292 per annum for 28 hours per week 
 
RESPONSIBLE TO: Communities Manager 
 
RESPONSIBLE FOR:  This post is not responsible for any staff 
 
HEAD OFFICE BASE: Community Voluntary Services Tendring (CVST) 

Headquarters at Community Information Centre, 20-22 
Rosemary Road, Clacton-on-Sea, Essex, CO15 1NZ 
with an expectation that work will take place across the 
Tendring District. 

 
DURATION: This post is funded for 12 months 
 
PURPOSE OF THE POST: 
 
To support the work of the Communities Team through the delivery of a one-year project 
to provide a volunteering, employability and digital inclusion project  
 
MAIN DUTIES 
 

• To lead on a volunteering project that supports people who are furthest from 
employment into volunteering.  

• Work with colleagues to monitor and respond to enquiries on the Volunteer Essex 
platform with a particular focus on those most in need of additional support. 

• Work with colleagues to maintain the Volunteer Essex platform and to keep records 
up-to-date. 

• Assist in the promotion and marketing of project activities through advertising, 
attendance at events, exhibitions and meetings when required. 

• Maintain accurate records and monitoring information. 
• Using internal monitoring systems, monitor the progress of projects and work to 

ensure that all data is accurate, up to date and available for the ongoing evaluation 
of the project and reporting to Funders and the CVST Board of Trustees. 

• Work alongside CVST Volunteers to support the effective delivery of delegated 
projects. 

• Recruit potential volunteers through outreach at Job Centres, events and 
community settings using an ‘asset based community development’ approach, 
building trust and relationships and strengthening networks.  

• Lead on the delivery of project targets and outcomes in line with funding 
requirements and CVST Vision. 

  



 

  

 

   

 

KEY TASKS 
 
• Help individuals develop job-search skills, including CV writing, application forms, 

interview preparation, and career planning.  
• Support people to develop essential digital skills, such as using email, online job 

portals, Microsoft Office applications, and internet navigation.  
• Support and develop volunteers delivering IT drop-in sessions in various locations 

across the district to help people to improve their digital skills  
• Work alongside people to identify their skills, passions and talents alongside 

their barriers to employment, and agree personalised support plans to include 
encouraging and supporting them into volunteering.  

• Connect people with relevant services, training providers, employers, benefit 
advice, wellbeing support, and community resources.  

• Work with local organisations to maintain a pipeline of available volunteering 
opportunities. 

 
GENERAL: 
  

• Keep up to date with relevant legislation, policies, and practices including 
undertaking research and attending appropriate conferences and training courses 
as appropriate. 

• To adhere to all of CVSTs operational policies and procedures including, but not 
limited to Equality Diversity, Data Protection and Confidentiality, Health and Safety, 
Safeguarding and Financial Systems.  

• Work co-operatively with other CVST staff, trustees, and volunteers.  
• Attend and participate in staff and team meetings and other CVST meetings 

as appropriate.  
• To work from various locations across the district including CVST’s Harwich Hub, 

276 High Street, Dovercourt on occasion.  
• To be aware of the responsibilities connected to safeguarding, confidentiality, 

data protection and sensitive information within the organisation.   
• Provide regular work reports to the Head of Infrastructure and be 

administratively self-servicing.  
• Attend in house training re: policy developments as necessary  
• Positively represent and promote CVST to external agencies  
• Undertake any duties and tasks appropriate to the post and as may 

be required from time to time.  
• CVST reserves the right to amend this job description as necessary, after 

consultation with the post holder to reflect changes in or to the job.  
  
 
I have read and understand the details required of me in this job role:   
   
   
  

  
   
……………………………………             …………………………………        …………………..   
Name                               Signature                                         Date   



   

 

   

 

COMMUNITY VOLUNTARY SERVICES TENDRING 
 

COMMUNITY PROJECTS OFFICER – EMPLOYABILITY SUPPORT 
 

PERSON SPECIFICATION 
 

  Essential  Desirable  

Education and 
Qualifications  

• A full UK driving licence or ability to travel 
• Good standard of education 

• Maths and English to Grade C or above 

Knowledge and Skills  • Good working knowledge of Microsoft Office 
including Word, Outlook, Excel and Teams.  

• Good organisational skills, with the ability to manage 
a range of tasks and work to deadlines   

• Good attention to detail especially 
when maintaining attendance records, 
feedback forms and monitoring information  

• Ability to communicate clearly and 
professionally with the public as well as 
with voluntary sector organisations and partner 
agencies.  

• Understand the importance of confidentiality, data 
protection, safeguarding and equality, diversity and 
inclusion in a workplace setting  

• Knowledge or experience of working with 
the voluntary, community or social 
enterprise sector.  

• Experience of supporting individuals in a 
way that supports Asset Based Community 
Development principles.  

• Experience of gathering, analysing or 
summarising feedback and monitoring 
information.  

• Awareness of the challenges faced 
by people in coastal communities in 
accessing employment.  

Interpersonal and 
Communication Skills  

• Good people skills, with the ability to build positive 
working relationships and communicate clearly with 
different audiences  

• Strong organisations skills with the ability to 
manage competing deadlines.  

• A careful approach to work and good attention to 
detail  

  

Personal Attributes  • Self-motivated and able to work on own initiative  
• Willingness to learn  
• Willingness to contribute to effective team working  

  

 


