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Activity and Engagement Officer
Job Description

Job Title:
 
Activity and Engagement Officer
Location:                North Wales / Wrexham and Cardiff
Salary:
           £21,000 p/annum pro rata
Hours:
           Part Time (15 hours p/wk)

Reporting to:
Chief Executive Officer 

Holidays:
11 Days per annum
Purpose of Job: 
To attend relevant forums, networks and meetings in North Wales to represent and promote Race Equality First and to oversee and monitor all activities delivered by Race Equality First in North Wales.
MAIN DUTIES
1. To attend relevant forums, networks and meetings to represent and promote Race Equality First’s services in North Wales.
2. To monitor and oversee all of Race Equality First’s community activities in North Wales and maintain up to date records for all activities delivered in the region.
3. To establish a network of contacts in North Wales and liaise with national and regional stakeholders.
4. Work directly with Ethnic Minority communities in North Wales and coordinate opportunities for them to participate in social groups, physical activities or sports, developing links with any relevant organisations and networks.
5. To promote Race Equality First’s services across North Wales, increase participation and community engagement in our group sessions and services as widely as possible amongst Ethnic Minority communities. 
6. To provide talks, presentations and workshops around hate crime or discrimination and how to address this to organisations and schools where required.
7. To undertake administrative and any other duties as may be reasonably requested by the CEO.
8. To maintain high standards of customer care, treating members of the public and partner agencies with sensitivity and respect and ensure that all required information is kept confidential and maintain discretion on sensitive issues.
Person Specification

The successful candidate will have the following:
Knowledge
1 Full knowledge and understanding of all strands of equalities, hate crime, human rights and active citizenship.
2 Understanding and awareness of discrimination, hate crime, especially racism and racial discrimination/hate crime and its impact on individuals and communities.

3 An appreciation of cultural diversity and its place in local communities.

Experience
1 Experience of delivering community activities

2 Experience of delivering training.
3 Experience of working with voluntary and statutory agencies.

Skills and Abilities
1 Effective verbal communication skills.
2 Ability to produce clear and concise reports.

3 Ability to make effective presentations and represent an organisation externally.

4 Good organisational ability to plan and manage a varied workload within the organisation’s annual Work Programme, with the ability to work on own initiative as well as part of a team, prioritise own workload and work under pressure and within deadlines.
5 Good computer skills and knowledge of all Microsoft Office software packages (Word, Access, PowerPoint, Excel and Outlook Express) and competent in the use of database and spreadsheet technology (additional training can be provided).
Work Related Circumstances
1 The ability to undertake evening and weekend work when required, for which time off in lieu will be given if required.

2 To undertake training from time to time as required for the post.
3 Preferably a driver with sole use of a car.
4 Willingness to undertake travel throughout the area of benefit.

5 Willingness to undertake other duties requested by the CEO as appropriate to the post.
