JOB DESCRIPTION – Development Officer (Cambridgeshire)
Post:

Development Officer (Cambridgeshire)

Salary range:
£23,000 - £27,000 p.a. FTE (fixed-term, until 31 March 2009)

Location:


Cambridgeshire (exact location TBC)

Hours:

0.6FTE (22.2 hours per week)

Reporting to:
Cambridgeshire ULO Project Steering Group

Job purpose:  

The purpose of the role is to assist with the development and delivery of the Cambridgeshire User-Led Organisation project. The ability to work independently and as part of a team are important elements of this role. 

Main duties and responsibilities
1. Deliver the main milestones contained within the User-Led Organisation project plan. These include a mapping and gapping exercise, organising events, supporting Steering Group meetings, liaison with a wide range of stakeholders, communications and learning and evaluation activities.

2. Develop and maintain excellent working relationships with all relevant stakeholders – including disabled people’s organisations, disabled people and statutory organisations – throughout Cambridgeshire and beyond. 

3. Support the development and implementation of project communications and marketing strategies that promote awareness of the ULO project. 

4. Develop resources and communication tools that enhance knowledge and understanding of the ULO project throughout Cambridgeshire, and are available in accessible formats.
5. Work and liaise with any relevant existing Forums within Cambridgeshire.
6. Perform all research and administrative work required to develop and deliver the ULO project. 

7. Co-ordinate and run ULO project meetings and events, as required, to include meetings related to a consultation exercise. 

8. Co-ordinate Project Steering Group reports and other requirements, drawing on relevant evidence and data.

9. Co-ordinate the development of ULO project actions and delivery plans in line with existing project objectives.

10. Undertake any duties that may reasonably be required by the Project Steering Group

Person Specification
The candidate should be able to demonstrate the following knowledge, skills and ability: 

Essential

· Proven track record in project delivery

· Proven ability to manage a busy and diverse workload, working to tight deadlines

· Ability to develop and manage relationships with a series of diverse colleagues and stakeholders

· Knowledge of servicing and / or supporting a Steering Group

· Good communication skills, in particular the capacity to contribute with confidence to meetings, debate and discussion with voluntary and statutory organisations 

· Good research, administrative and event management skills

· Ability to measure results and provide comprehensive reports

· High overall standard of computer literacy 

· An understanding and commitment to equality and diversity
· Subscribes to the objectives and values of the ULO project 

Desirable

· Knowledge of and commitment to the social model of disability

· Knowledge of relevant (disability and / or local) policy issues and debates
· Knowledge of typical governance arrangements for voluntary sector organisations.
