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JOB DESCRIPTION  
JOB TITLE Development Officer  

TEAM Community Support North Yorkshire  

REPORTS TO Community Support Delivery Manager 

POSTHOLDER 
TBC 

LOCATION Office Based, working across North Yorkshire with options for 
home working in line with business need 

SALARY SCALE NJC Spinal Scale Point 20 (£27,239) 

WORKING HOURS Full time – 35 hours a week 

RESPONSIBLE FOR 

N/A 

JOB PURPOSE 

To deliver capacity, capability and organisational sustainability support to a wide range of 
voluntary organisations, community groups and social enterprises (VCSEs) primarily across North 
Yorkshire; to enable healthier, more resilient and resourceful communities. 

This involves providing one to one support remotely and in-person, delivering training sessions, 
facilitating network meetings and developing resources.  

The advice and support offered is broad, including starting and running an organisation, 
governance, funding and fundraising, marketing and social media, safeguarding and data 
protection, business planning, recruiting and managing volunteers, community asset 
management and community engagement. 

MAIN RESPONSIBILITIES 

1. To respond proactively to requests from established and emerging VCSE groups across 
primarily North Yorkshire looking for information, advice and development support; and use 
coaching techniques to develop their capabilities to run effective, local initiatives that 
contribute towards local wellbeing and resilience. 

2. To identify and develop materials to promote learning and enable groups to develop 
knowledge and skills to operate effectively and with good practice, for inclusion on the 
Community First Yorkshire websites.  

3. To support the design, delivery and evaluation of training sessions and with agreement of 
line manager to lead on themed sessions. 

4. To support and develop opportunities for VCSE leaders to connect with their peers as a 
means of encouraging more mutual learning and support, information sharing, 
collaboration and the co-production of local solutions which meet community needs.  
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5. To develop knowledge and relationships in a specific geographic area and expertise in a 
number of specialist topics; and to provide leadership in those areas within the CSNY team. 

6. To understand and evidence the development needs of VCSE groups including the 
completion of diagnostic organisational health checks with groups where appropriate, to 
help them identify development needs and create achievable action plans 

7. To work with key partners such as North Yorkshire County Council (particularly the Stronger 
Communities Team) District Councils, funders, county wide VCSE partners and others as 
part of the wider system of support to help the VCSE sector to become even more effective 
at all levels. 

8. To produce regular case studies, which evidence and demonstrate the value of work 
undertaken in your role, and how this has increased the capacity and capability of VCSE 
sector groups supported. 

9. To identify and proactively support activities to promote the Community Support North 
Yorkshire service. This may include attending events, media work, using social media and 
proactively researching and contacting groups to offer group support.  

10. To encourage volunteering and social action through support for campaigns and events, 
writing blogs and engagement with the Volunteering in North Yorkshire (VINY) platform and 
resources. 

11. To gather intelligence on unmet community and VCSE group needs, rural issues, emerging 
trends and changing VCSE or rural support priorities, and to record this in a systematic and 
timely fashion. 

12. To maintain accurate and timely records on VCSE groups engaged with and support 
provided through the service. This will include regular inputting to the CRM. 

13. To keep up to date with VCSE sector news and developments (with a particular focus on 
geographic areas and specialisms), and contribute to Community First Yorkshire 
communications and website to share these updates widely. 

14. To maintain a good level of understanding of relevant Community First Yorkshire resources, 
products and services to be able to refer groups to as necessary. This may include working 
closely with specialists within the team and across the organisation. 

15. To develop new strands of expertise as appropriate to meet changing sector needs. 

16. To perform and ensure the discharge of administrative duties relevant to the post, 
(including some budget control, record keeping & health & safety). 

17. To be aware of, and implement, your health and safety responsibilities as an employee and 
where appropriate any additional specialist or managerial health and safety responsibilities 
as defined in the Health and Safety policy and procedure.  

18. To promote equal opportunities (in terms of race, religion, gender, sexual orientation, 
disability and other forms of discrimination) through all aspects of Community First 
Yorkshire’s work. 

19. To undertake other duties, which may, from time to time, be necessary to further the work 
of Community First Yorkshire. 
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QUALIFICATIONS 

Desirable 

A qualification in community development, voluntary sector management, rural studies, 
information, advice and guidance or similar.   

KNOWLEDGE, SKILLS AND EXPERIENCE 

Essential Assessment 

1. Twelve months’ experience of development work with or 
within voluntary organisations or community groups  

Application/interview 

2. Experience of developing, delivering and evaluating 
training courses or workshops in community settings 

Application/interview 

3. Ability to form and maintain appropriate relationships 
with VCS organisations, communities, public sector 
employees and appropriate agencies across a community 

Application/interview 

4. Experience of providing funding, fundraising and/or social 
enterprise advice 

Application/interview 

5. Confidence and ability to develop and progress the skills, 
knowledge and confidence of individuals and groups  

Application/interview 

6. Ability to manage own priorities and manage own 
workload to agreed deadlines, budget and quality 
standards. 

Application/interview 

7. Excellent communication skills in particular verbal 
communication giving advice over the telephone and 
good written communication 

Application/interview/test 

8. Ability to write concise reports, case studies to capture 
the value of the service, newsletter articles and complete 
funding applications 

Application/interview 

9. Proactive, self-motivated, able to work under own                 
initiative and manage your time effectively. 

Application/interview 

10. Diplomatic, articulate, enthusiastic, with good 
communication skills 

Application/interview 

11. Knowledge of the VCSE  sector and the key challenges 
facing them 

Application/interview 

12. Good general IT skills (Microsoft Word, Excel, using 
databases and social media) 

Application/interview 

DESIRABLE  

1. Knowledge of volunteer management, community led 
planning or community buildings 

Application/interview 



- 4 - 

2. Experience of working with databases and customer 
relationship management systems 

Application/interview 

3. Experience of working with diverse communities of place, 
interest and character 

Application/interview 

4. Knowledge of social enterprises Application/interview 

5. Knowledge of funding mechanisms, including tendering 
and procurement 

Application 

6. Knowledge of relevant VCSE sector quality standards Application/interview 

7. Experience of volunteering and supporting local 
community initiatives 

Application/interview 

8. Experience of being a charity trustee or director of a non-
profit organisation 

Application/interview 

OTHER 

Driving Licence  Access to a car or motorbike for business travel is essential. 

Travel   The willingness and ability to travel across North Yorkshire is essential. 

Flexible Working The willingness and ability to work flexibly, including evening and weekend 
   meetings is essential. 

DBS Check  Not required. 
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