
Dudley CVS 
 

Job Description 
 

 

 

 

 
 
Job title:   Youth and Community Development Officer  

 
 
Responsible to: Children’s Development Officer  
 
Hours of work:  37 hours per week 
   To be worked weekdays and occasional evenings and weekends.  
   Dudley CVS does not pay overtime, but gives time off in lieu. 
 
Salary:   £23,398 (aligned to NJC scale 6)  
 
Pension:  Employer contribution 6% after probationary period of 3   

months, minimum employee contribution 4% 
 
Location:   You will be based in offices in Brierley Hill and will be   
                    happy to work from a range of settings using mobile devices.  
 
Travel expenses:  Paid at equivalent NJC casual user rates, monthly in arrears.  
 
Holidays:  23 days  
 
A DBS Check will be required  

 
Job purpose 
 
 

To Work alongside Dudley CVS and Local Authority colleagues to grow universal youth 

provision across the borough, co-ordinate the promotion of wider voluntary sector 

activity for children, young people and their families and liaise with Family Centre 

Managers to create a connected and vibrant Early Help Offer.  

 
For us to achieve this purpose we must create the conditions that inspire, educate and 
lead by example demonstrating values, behaviours and principles that underpin social 
change and a thriving participatory culture.  
 
 



 
 
 
Key responsibilities  
 
Demonstrate a knowledge of the wide range of services and activities 
delivered by voluntary, community, faith organisations and individuals and 
be able to demonstrate the difference they make   
 

 Take an asset based approach to recognise and develop an organisations ability 
and potential to use their strengths to respond to shared challenges and issues. 
  

 Promote new ways of working that develop platforms for collaboration which 
encourage co-creation, mutuality and inclusivity. 

 

 Liaise with partners to prepare the environment and conditions for successful 
collaboration connectivity and reciprocity.  
 

Inspiring curiosity, creativity and innovation  
 

 Inspire local residents to be expressive and innovative in their ideas and support 
them to bring these ideas to fruition.  
  

 Nurture imaginative ideas and activate ‘design for doing’ and positive action for 
change.  
 

 Doing whatever it takes to raise aspiration and build confidence in people who 
want to provide activities for children and young people. 
 

 Involve organisations to influence strategic decision making by demonstrating the 
value of their creative innovative and effective solutions.    

 

Working collaboratively with partners, people and organisations  
 

 Network with existing CVS Staff, enabler’s, connectors and faith leaders across 
the borough to identify all children/youth involving groups and organisations 
across Dudley Borough and develop with others a live and accessible directory 
that reflects the changing environment of the sector.  
 

 Mobilise connect and build relationships with people to do more with others and 
for themselves. 
 

 Educate and support organisations to build on good practice using strong 
governance, policy and effective outcome based practice.  



 

 Use a solution focused approach and be a network weaver who connects 
organisations who can work together to establish new projects and sharing of 
resources.  

  
 Understand different perspectives from across the partnership and use this 

knowledge to negotiate positive outcomes for a range of stakeholders.  
 

 
 
Evaluate and learn 
 

 Using agreed models and structures capture, co-ordinate and promote the full 
range of services and activities delivered by the voluntary sector and demonstrate 
the impact of these. 
 

 Involve youth involving organisations in the implementation of the Early Help 
agenda, enable them to fully understand and embed appropriate thresholds and 
support them to co-develop ongoing Early Help service design and improvement. 
 

 Encourage organisations to connect with others in person and virtually, assisting 
them to promote their activities through a shared platform.  
 

 Develop a range of opportunities using a variety of platforms to encourage 
stakeholder involvement, demonstrate impact and celebrate achievements. 
 

 Create, encourage and facilitate activities for collective learning, reflection and 
evaluation. 

 
 

Person specification 

 
The person specification is a picture of qualifications, knowledge, experience and 
qualities Dudley CVS is seeking. It will be used in the shortlisting and interview process 
for this role.  
 
Please show us how you meet the following criteria and tell us why this role is perfect 
for you. 
 
 

Essential requirements 
 
Skills and abilities 
 

• Extensive knowledge of developing new open access youth provision and building 
capacity within voluntary sector organisations.   
 

• You are able to demonstrate a good understanding of the voluntary sector especially 
those organisations supporting children and young people across Dudley Borough.  



• You execute tasks with the passion and professionalism required to influence and 
negotiate successful outcomes. 

• You have a strong track record in project management, meeting deadlines and 
achieving positive outcomes.   

 

• You possess the skills required for educating and directly assisting youth involving 
organisations to develop strong governance arrangements and effective policy and 
practice guidance.  

 

• You possess extensive safeguarding knowledge and can easily communicate 
thresholds and process to a range of stakeholders using a variety of media forms. 

 

• You are able to encourage organisations to think creatively and resourcefully and 
when necessary signpost or work alongside them to identify appropriate support and 
consider new and innovative ways of developing.  

 

• You are comfortable with ambiguity and able to thrive in a fluid environment while 
recognising constraints which partner and stakeholder organisations work within. You 
have experience of successfully coordinating projects in complex and challenging 
environments. 
 

• You effortlessly connect people and organisations with each other, promoting new 
collaboration. 

 

•  You have strong facilitation skills. 
 

• You are adept at working and learning autonomously, and take direction from others 
as appropriate to the role.  
 

• You maintain confidentiality and trust. 
 

• You work in inclusive ways which challenge discrimination. 
 

• A competent communicator and connector 

 

• You have excellent communication and interpersonal skills, with the ability to build 
authentic relationships with a diverse set of stakeholders. You are able to help others 
to hear each other. 
 

• You are skilled at conveying information and ideas. You use questions frequently and 
effectively. You actively listen, concentrating on what is being said. 
 

• You are a clear communicator with strong report writing and presentation skills, 
capable of constructing and delivering clear ideas and concepts concisely and 
accurately for a range of audiences. You have the presence to inspire confidence and 
passion across a range of stakeholders. You have proven ability to communicate in 
difficult situations which require patience and negotiation 
 



• Analytical skills 

 

• You have good analytical and critical thinking skills. You are an independent thinker 
with demonstrated good judgement, problem-solving skills. 
 

• You give attention to detail combined with an ability to extract key messages. You 
can identify potential issues and solutions where material is conflicting and drawn 
from multiple sources and recommend appropriate courses of action to achieve a 
positive outcome.  

 

• Organised and digitally literate  
 

• You can plan, prioritise and carry out your work in a flexible way. You are 
accustomed to working in teams and do this effectively.  
 

• You know how to use a range of software to produce written documents, 
spreadsheets, presentations. You can effectively manage communication by email.  
 

• You have some experience of and are comfortable using collaborative online tools 
and sharing (for example what’s app, twitter, facebook and other message apps). 
 

• You are happy to work from a range of settings using mobile devices. 
 
 
 

• Creative and compassionate 

 

• You are someone who can maintain focus and clarity while continuing to be creative. 
You appreciate that uncertainty is uncomfortable, and that this work might be messy 
and unpredictable.  
 

• You have a belief in people and their power to succeed in their ideas. You are 
accepting of yourself and of others and overcome obstacles. You trust in people’s 
skills and assets. 
 

• Curious and confident 

 

• You are someone who is eager to know more and learn - for example about new and 
innovative approaches and utilise best practice ideas from other geographical areas. 
 

• You are confident that people have skills, talents, knowledge and passion to shape 
and be responsible for their own and their peer’s health, wellbeing and safety. You 
are confident that you can support people who commission or provide services to 
accelerate this change through co-design and co-production with stakeholders. 
 

• Able to travel  

• You are able to travel within the Dudley borough and occasionally further 

 

 



Desirable requirements 
 

• Experience in a similar role. 

• Experience of working within the voluntary and community sector. 

• Ability to organise, plan and deliver presentations and training. 

• Ability to present and speak confidently in front of voluntary groups and partners. 

• Passion for the involvement of children and young people and parents in the work of 
voluntary organisations, charities and statutory partners. 

 

Working at Dudley CVS 
 

 

Dudley CVS is a friendly, versatile and creative charity. We help people and 
organisations that want to make a positive difference in communities across Dudley 
borough.  
 
We have a team crammed full of enthusiastic people with a dazzling diversity of skills 
and knowledge. Our staff team is 40 people and growing. We work in an ever-changing 
environment which means every team member needs to be prepared to respond to both 
internal and external opportunities, sometimes in a short timescale.  
 
We have an informal working environment and the spaces team members choose to work 
from are friendly and welcoming - from our main office in Brierley Hill to the offices and 
coffee shop in our premises at DY1 in Dudley. Staff working for Dudley CVS have many 
opportunities to develop their skills and experience and to prioritise and manage their 
own workload on a day to day basis. 
 
We are governed by a board of directors who give their time voluntarily. The directors 
are elected from and by our 352 members, which are voluntary and community 
organisations operating in Dudley borough.  
 
Dudley CVS is a company limited by guarantee and a registered charity. Dudley CVS also 
acts as a trading company. Its assets are DY1 and Brierley Hill Civic Hall. 
 
We have been firmly rooted in Dudley borough for over 40 years and we have a palpable 
passion for Dudley borough’s amazing people and places. 
 
Join us to help the whole team with the increasingly crucial role of supporting people to 
do more for themselves at the same time as creating positive outcomes within our 
communities. 


