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Community Engagement Ambassador
Job Description & Person Specification 

	Job Title:
	Community Engagement Ambassador

	Ref:
	DEA/JH6	

	Salary:
	£19,760

	Location:
	Main base is at Newcastle Futures site in Cathedral Square, Newcastle but the post holder will be required to work in a mobile capacity in outreach venues across the region.

	Hours:
	Post holder will work a flexible 37 hour working week between the times of 7:30 and 19:00 (Monday – Friday)

	Status:
	Initial contract to end March 2021 with possible extension subject to funding



Purpose of Post:
We are looking for an enthusiastic and creative person to recruit individuals onto our ‘X’ project from various locations across the City. This role will involve working as part of the larger project team to maximise the number of individuals engaging with ‘X’.

Key Objectives and Responsibilities:
· Plan and host regular formal and informal information sessions in locations throughout Newcastle to recruit individuals onto the programme – giving a comprehensive and engaging overview of the various services on offer from the programme 
· Attend events, Jobcentre Plus offices/Youth Obligation sessions, jobs fairs and partnership meetings to engage individuals for the programme through effective selling of the services on offer 
· Meet targets, which will include supporting individuals to undertake initial triage assessments digitally and to manage a warm handover of potential customers to programme advisers
· Empower, encourage and support individuals to complete the appropriate registration process via digital means
· Work closely with the programme Support Team and Advisers to develop and coordinate the enquiry/referral process ensuring excellent levels of customer satisfaction
· Work closely with Advisers to identify suitable engagement venues and activities in which to run awareness sessions
· Build and maintain strong and effective relationships with programme staff and referral partners
· Identify new marketing initiatives and groups of individuals that may benefit from programme support 
· Work across the project to drive up engagement of specific customer groups that are under-represented 
· Record customers details and interaction on to the Customer Management System as required
· Support with following up events and other marketing as seen fit by the Digital, Employment and Progression Manager
· Contribute to programme wider performance and sharing of good practice
· Circulate publicity materials in places where appropriate individuals gather 
· Operate in accordance with the processes and protocols outlined in the programme toolkits, the minimum quality standards and any  contractual obligations 
· Understand and apply the requirements Newcastle Futures policies for working with individuals, Health and Safety and Safeguarding 

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed.

[bookmark: _GoBack]The closing date for applications is 03/01/2020 with interviews week commencing 06/01/2020

To apply visit the vacancies page on Newcastle Futures website www.newcastlefutures.co.uk or for further information about the post, please contact Jamie Hannant at Newcastle Futures for a full Job Description and Application form. 

Newcastle Futures
No1 Cathedral Square
Cloth Market
Newcastle upon Tyne
NE1 1EE

Tel: 	0191 2302970
Email:  	jamie.hannant@newcastlefutures.co.uk









PERSON SPECIFICATION

Post: Community Engagement Ambassador 
	
FACTOR

	
ESSENTIAL
	
DESIRABLE
	
MEANS OF ASSESSMENT

	1. SKILLS, KNOWLEDGE AND APTITUDES


	E1

E2

E3

E4

E5


E6

E7

	Excellent presentation, selling and negotiation skills 
Ability to build strong relationships a wide range of individuals from a variety of outreach locations
Confident communication skills (written and verbal)
Excellent organisation skills and highly motivated
Able to effectively use a range of Social Media Platforms (e.g. Facebook, Twitter, Instagram, etc.)
Fast learner who is able to multi task and adapt to different situations
Act as an Ambassador for our programme
	D1


D2
	Experience of presenting and communicating to groups.
Experience of partnership working with statutory and voluntary bodies

	Application 
Interview 


	

2. EXPERIENCE
	E8

E9


E10
	Good IT skills in the use of Microsoft Word, Excel, Email, Internet 
Ensure all paperwork and activities appropriate to programme are completed correctly and timely on customer management system
Accountable for accurately recording and reporting success measures
	D3




	Experience of reporting project activities on CRM systems
	Application 
Interview 
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