Job Description

[bookmark: _Hlk530663196]This form is used to provide a complete description of the specific job and defines the required skills, knowledge, behaviours, qualifications and experience.
Section A: Job Profile
The job profile provides key information relating to the salary and working conditions e.g. location of a job, along with the current focus of the role and a brief description of the main duties.

Job Details
	Job Title:
	Senior Community Engagement Officer

	Salary:
	£31,537 to £34,434

	Grade:
	Grade 8

	Hours:
	37 

	Team:
	Trading Standards Service

	Service Area:
	Trading Standards Service

	Primary Location:
	Graham Hill House, Oxford 

	Budget responsibility:
	No

	Responsible to:
	Team Leader

	Responsible for:
	N/a 

	Political Restricted Post:
	No


Job Purpose
	[bookmark: _Hlk513794740]This is a brief overview of the key objectives of the job including the context within the team/department.

To deliver key projects aimed at prioritising the health and wellbeing of residents and to help keep individuals, communities, and businesses safe from harm and financial loss. 

Key projects include Friends Against Scams, Junior Citizens, the Multi-Agency Approach to Tackling Fraud (MAFF), annual electric blanket testing multi agency programme, the Consumer Challenge schools quiz, National Trading Standards Scams Team  “COMPASS” victims referrals, Council “Safe and Well” and Safeguarding scams victims referrals, Buy With Confidence trader approval scheme

To devise and deliver campaigns for promoting Trading Standards current themes to the public which keep them safe from harm and loss. To engage partners in relation to community engagement, scams prevention, smoking cessation and other activities. 

To represent the Service in relation to all aspects of community engagement and scams victim support at local, regional and national meetings. 

To work with individual victims of doorstep crime, scams and other forms of financial abuse (and  those at high risk of being such victims) to identify and implement measures that will make them less likely to be a victim in the future and to build confidence and improve wellbeing.  This includes the fitting of telephone call blockers and arranging for the fitting of camera doorbells to vulnerable residents.




Job Responsibilities 
	This is a bullet point list of the main duties or tasks that the post holder will be expected to undertake.

· To plan, lead, manage and deliver allocated projects and external relations activities with partner organisations (e.g. Consumer Challenge Quiz, Friends Against Scams, Mail Marshalls, Call Blockers, Electric Blanket Safety testing, stands at fairs and information events), managing a given budget where necessary

· To represent the Service at regional and local liaison groups, including  the Thames Valley Multi Agency Approach to Tackling Fraud (MAFF).

· To liaise with community and business groups and report areas of concern to other Trading Standards teams or other relevant agencies

· To respond to media requests in relation to community engagement activities and scams prevention

· To act as lead officer for multi agency projects not organised by the service e.g. Junior Citizens

· To represent Trading Standards at Junior Citizens

· To deal with complex scams cases or cases involving particularly vulnerable consumers, negotiating positive outcomes with traders, banks and agencies to protect that person.

· To support vulnerable Oxfordshire victims of scams and doorstep crime – negotiating for positive outcomes with traders, banks and agencies to protect such. To identify “vulnerable” consumers among those requesting advice and support from this Service and provide more detailed help and practical support appropriate to their needs. To apply the principal of “making every contact count”

· Provide self-help advice to consumers and traders on civil law issues and to negotiate between vulnerable Oxfordshire consumers and traders in civil disputes

· To ensure that data required internally and by external agencies in relation to scams and the other work of the Prevention team is returned on time and as required.

· To implement national campaigns at a local level.

· To maintain and develop promotional and educational resource materials for use by customers and the Service (including website, printed materials, display materials, exhibits, etc.)

· To raise the profile of the Service amongst Partner organisations including voluntary sector, banks and within the County Council and other councils

· To manage Trading Standards volunteers

· To mentor the Service’s Community Engagement Officers and trainees

· To generate new ideas for campaigns, around the current Trading Standards themes.

· To provide talks, displays and events within Oxfordshire communities, education settings and to business groups particularly focussing on those groups who can be advocates for scams prevention/protection messages.  

· Provide assistance in other areas of service activity as required and undertake other appropriate duties, in particular, support to operational teams on matters with a civil law element

· To provide an excellent level of customer service

· To abide by and implement the Victims’ Charter
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Section B: Selection Criteria
[bookmark: _Hlk535396426][bookmark: _Hlk518652118]This section provides a list of essential and desirable criteria that detail the skills, knowledge, behaviours, qualifications and experience that a candidate should have in order to perform the job. The selection criteria provide a list of essential (no more than 8-10) and desirable criteria (no more than 4). 

Each of the criteria listed below will be measured through the application form (A) and optionally - a test / exercise (T), an interview (I), a presentation (P) or documentation (D). You must provide a supporting statement as part of your application which includes examples and evidence of when you have demonstrated the criteria listed below. You will be expected to address each point separately and in the order listed. If you do not complete a full supporting statement in the requested format your application may be rejected. 
	Essential Criteria
	Assessed By:

	English GCSE or equivalent is essential.
	A

	Good communication skills including experience, confidence and enthusiasm in delivering presentations
	A & I

	Negotiation skills and ability to deal with issues of a sensitive nature
	A & I

	Able to be adaptable to change and embracing of new initiatives
	A & I

	Ability to use Microsoft office packages including powerpoint
	A & I

	Organised and an ability to work with others in a team and motivate them
	A

	Self motivation and ability to organise own workload
	A

	
	

	Proven track record of managing projects with partners, delivering result to deadlines conducting project evaluations and benefits realisation management
	A

	A detailed knowledge of Trading Standards, partner organisations and how they work
	A

	Proven knowledge in current scams and supporting vulnerable victims in complex cases
	A

	Detailed knowledge of safeguarding procedures and referral mechanisms
	A

	An understanding /appreciation of special educational needs in adults and children
	A

	Practical problem solving and negotiating skills
	A &I

	Experience of working with other agencies towards a common purpose
	A&I

	Experience of working with the media to effectively communicate key messages and preventative advice
	A&I

	Ability to deal with dififcult and/or confrontational situations
	A&I

	Abilty to travel to all areas of Oxfordshire and beyond in an efficient and timely manner
	A&I

	Desirable Criteria
	Assessed By:

	Ability to design materials within the remit of the OCC design criteria
	A&I

	Experience in supporting victims of crime/scams
	A&I

	Experience of working in a regulatory environment
	A&I

	[bookmark: _Hlk516569688][bookmark: _Hlk518653385][bookmark: _Hlk518651683]Knowledge of contract civil law
	A&I
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Section C: Pre-employment Checks
All appointments are subject to standard pre-employment screening. This will include identity, references, proof of right to work in the UK, medical clearance and verification of certificates. Further information can be found here Pre-employment checks 

Additional pre employment checks specific to this role are identified below (those ticked).

	☐
	Enhanced Disclosure and Barring Service check with Children’s and Adults Barred List
	R
	Enhanced Disclosure and Barring Service check without an Adult/Children’s barred list check

	☐
	Enhanced Disclosure and Barring Service check with Children’s Barred List
	☐
	Enhanced Disclosure and Barring Service check with Adults Barred List

	☐
	Standard Disclosure and Barring Service check
	☐
	Basic Disclosure

	☐
	Disqualification for Caring for Children (Education)
	☐
	Overseas Criminal Record Checks

	☐
	Prohibition from Teaching
	☐
	Professional Registration

	☐
	Non police personnel vetting
	☐
	Disqualification from Caring


	☐
	Other (please specify):      



[bookmark: _Hlk535396535]Section D: Working Conditions
This is a guide to the working conditions and the potential hazards and risks that may be faced by the post-holder.
Health and Safety at Work 

You are responsible for your own health, safety and wellbeing, and undertaking health and safety duties and responsibilities for your role as specified within Oxfordshire County Councils Health and Safety Policy.

The potential significant hazard(s) and risk(s) for this job are identified below (those ticked).

	☐
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	☐
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	☐
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	☐
	Restricted postural change – prolonged sitting

	
	Lone working on a regular basis
	☐
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	☐
	Working on/ or near a road
	☐
	Regular work outdoors

	
	Significant use of computers (display screen equipment)
	
	Work with vulnerable children or vulnerable adults

	
	Undertaking repetitive tasks
	☐
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	
	Face-to-face contact with members of the public


	☐
	Other (please specify): Travelling around the County as and when required to client’s homes.



Agile Working

All staff may be required to work from a different base or in a different location at some point in the future in line with any Council or school needs.  Such changes will be made after proper consultation and shall be deemed to be reasonable after taking into account any personal requirements. 
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Experience of working with Partner organisations  


image1.png
OXFORDSHIRE
COUNTY COUNCIL




image3.png
OXFORDSHIRE
COUNTY COUNCIL




image4.jpeg
12859 OXFORDSHIRE
Y COUNTY COUNCIL





