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United Synagogue - Job Description
JOB TITLE:
Community Development Worker - Fixed Term for one year in the first instance, subsequent extension is dependent on a review & financial resources
LOCATION:

Hackney (Victoria Park) plus remote working
WORKING HOURS:
10 hours per week - flexibility will be required to facilitate some community events (overtime can be taken in lieu)
SALARY:

£8,000 pa depending on experience
REPORTS TO:
Community Development Fund Manager 
BENEFITS:

20 days holiday, plus 8 Bank Holidays, pro rata
Jewish festivals when they fall on a normal working day 
Childcare Vouchers




Auto-Enrolled Pension

JOB PURPOSE:
To develop, market, run & evaluate a set of events that are attractive to the Jewish residents of Hackney area (focused on Victoria Park), Manor House and surrounding areas.  The aim is to increase the engagement of Jews in this area with the United Synagogue and to identify potential new groups and new members.

The work will also help to establish a regional community without walls that encompasses these activities as well as the religious activities in Hackney US and Finsbury Park US. 
OVERVIEW OF ROLE 

Over the last few years the US has noticed an increase of Jewish residents in the Hackney. The US have designated the area a Community of Potential, seek to invest in the area.

We seek a motivated and creative individual who will instigate a set of events aimed at engaging with the Jewish residents of the area. The eventual aim is to develop new community groups who will take the initiative in planning future events with the aspiration of increasing US membership in the area. This is an exciting part time role that will complement with other streams of work or studies.

This work will help to establish a US community without walls that encompasses these activities as well as promoting and enhancing the activities in Hackney US and Finsbury Park US. 

This role is funded by the United Synagogue Communities of Potential Board and you will be supported by the US Community Division professional team.

DUTIES AND RESPONSIBILITIES
Event Management
To strengthen and build the US Jewish Community in Hackney and surrounding areas by;
· Taking a lead role in programming a range of social, cultural, religious and educational events, spanning the whole year, involving both regularly timetabled activities and one-off events
· Organising and promoting events around Jewish festivals
· Ensuring that each event is well marketed and advertised to ensure suitable attendance levels; taking responsibility for all administrative and logistical aspects of an event, e.g. the venue, food, resources, payments
· Researching events and booking external speakers etc. as and when required.

· Communicating with external partners etc. to ensure that all parties have accurate information and are fully briefed and that equipment has been provided, as required
· Carrying out overall event management at key events
· Setting, managing, and monitoring budgets for events with support from the financial team
· Developing appropriate time lines to ensure all events are delivered on time and within budget
· Carrying out evaluations and producing reports on the outcome of events.
Community Building
· Developing a working group of previous attendees to help plan future events

· Link Jewish residents with their local US community. 

· Develop links between the local Jewish institutions and US shuls in the area
PERSON SPECIFICATION
The person appointed to this post should able to demonstrate the following:
· A creative approach and the ability to think laterally in programming

·  An ability to work unsupervised and to manage their own workload and deliver results under pressure and to tight deadlines and objectives

·  Proven experience of organising and managing events
· An ability to carry out their work with a high level of accuracy ensuring attention to detail
· Excellent verbal communication skills, with the ability to communicate effectively with colleagues and stakeholders at all levels.

· Excellent written communication skills, including copywriting and proof reading
· Excellent organisational and planning skills and the ability to work effectively to budgets and deadlines 

· High level of IT skills, including the use of the internet, social media, email and databases, and Microsoft products including Word, Excel, and PowerPoint. Including Social Media skills 
· Excellent interpersonal skills, with the ability build relationships
· An ability to deliver a consistently high quality service

· Knowledge & understanding of the orthodox Jewish community and its customs and practices
GENERIC DUTIES
· Committed to the aims of the United Synagogue and act as an ambassador for the organisation

· Comply with The United Synagogue’s policy and procedures and code of expectations

· Bring to the attention of senior staff any health and safety requirements, which become obvious. In the event of any immediate danger, to take the appropriate action to reduce risk to physical danger to employees, members, contractors, volunteers, children, parents, visitors or staff

· Work collaboratively with other colleagues across the organisation to ensure the United Synagogue can achieve its vision, mission, and strategy

· Undertake appropriate training as requested by your line manager in conjunction with the Human Resources Department and be committed to own continuous professional development

· Carry out any other reasonable duties as requested by the Chief Executive or other designated senior staff/undertaking such other duties that occasionally fall within the purpose of the post

· Maintaining high levels of discretion and confidentiality at all times

· This job description and person specification is not prescriptive; it merely outlines the key tasks and responsibilities of the post and the key tasks and responsibilities are subject to change, any changes will be made in consultation with the post holder

· This Job Description is subject to alteration in response to the changes in legislation or The United Synagogue’s operational procedures

· Due of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4(2) of the Rehabilitation Act, 1974, by virtue of the Rehabilitation of Offenders Act, 1974, (Exceptions) Order 1975 

· Accordingly, a valid and current enhanced Disclosure and Barring Service (DBS) certificate (formerly CRB) that is satisfactory to the United Synagogue will be required; please ensure that you complete the United Synagogue Application Form Part 2 appropriately 
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