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VCSE Development Coach Job Description
Responsible to:	Interim Manager – Community & Enterprise Development
Responsible for:	N/A
Salary:	£30,906 per year pro rata (actual salary £18,532.80)
Hours:	22.5 hours per week 
Holidays:	25 days + bank holidays + three days between Christmas and New Year per year   
Employing Body:	Nova Wakefield District Limited
Place of Work:	Hybrid working 
Type of Contract:	Permanent 
Job purpose
As a VCSE Development Coach, you'll work alongside a diverse range of Voluntary, Community and Social Enterprise (VCSE) organisations, helping them build confidence, strengthen their organisations and achieve their goals. Whether it's providing one-to-one guidance, facilitating learning opportunities or connecting organisations with the right resources and networks, you'll play a key role in supporting a stronger, more resilient local VCSE sector. 
As part of our skilled, friendly and collaborative team, you'll have the opportunity to work with passionate people who are committed to creating positive change across our communities.


Main Duties and Responsibilities 
Organisational Development
· Work with Nova members to support them to become more resilient, sustainable and enterprising. This could include support with: business planning; governance; operational management; volunteer management; and organisational effectiveness. 
· Manage a caseload for requests for support through an online CRM system, ensuring information is recorded and kept up to date at all times.
· Support the start-up of new organisations, including information on appropriate legal structures for charities and social enterprises.
· Provide funding information, coaching and support to individuals and organisations seeking funding opportunities, helping to build confidence and capacity within the sector.
· Support organisations to develop and/or diversify their income streams, considering all sources of potential income and encouraging an enterprising approach to income generation.
· Design and deliver training that supports Nova members’ learning and development. 
· Work with VCSE organisations to complete Pre Advice Checklist and Organisational Diagnostics processes to help them identify strengths, weaknesses and agree where organisational support is most needed/best placed, signposting to other services where required. 
· Promote Nova membership.
· Support organisations to join the Community Investment Gateway.
· Provide support on allocated projects linked to VCSE sector development as required.
Other
· Attend events to promote Nova and its services. 
· Encourage organisations to work towards the aims of the Wakefield District VCSE Strategy.
· Engage across public, private and VCSE sectors to help inform policy and strategy, establishing new initiatives and services for Nova and its members where required.
· Stay informed about policy and practice which may impact on VCSE organisations or provide opportunities for development.
· Deputise for other Nova staff as and when required.
· Undertake tasks required to further the aims and objectives of Nova.
· Work in a way that supports both the Nova values and the spirit and content of Nova’s Strategic Plan, including all supporting documents/policies.
Expectations 
A. All staff employed by Nova Wakefield District Limited must comply with the policies and procedures, and undertake appropriate training required for their role.
B. Understand their personal responsibilities with regards to data quality for any information which they create, use, or process in accordance with the Data Protection Act 1998.
C. Comply with the provisions of Nova Wakefield District Health and Safety Policy and Protocol. Ensuring their own safety and that of colleagues, service users, and visitors. Know the action to be taken in the event of a fire and must undertake fire training annually.
D. Recognise, respect, and support the equality and diversity of staff, colleagues, member organisations and the public. Contribute to a working environment which promotes and responds positively to difference and diversity.
E. Be socially responsible by complying with measures that support Nova Wakefield District in reducing or offsetting our environmental impact.
F. Engage with supervision and an annual Appraisal, during which mandatory, role specific and personal development needs should be identified and agreed.
G. Demonstrate, through practice and practical understanding, the importance of the continual development of individual, team, and service wide quality improvement.
H. Work flexibly to meet the needs of the service/organisation, whilst working within a culture of progressive employment practices and commitment to staff wellbeing.
I. Identify and report risks, hazards, incidents, accidents and near misses promptly.
This job description is an outline of the main duties of the post. The postholder will be required to undertake other duties that are compatible with the nature and grade of this post, as directed. The content of this post will be reviewed in consultation with the postholder when necessary and in line with the service developments.

Person Specification
Qualifications 
	Criteria
	Required
	Assessment 
Application (A)
Interview (I)

	Relevant work experience demonstrating skills and abilities required for the role.
OR
Degree/professional qualification with relevant work experience.
	Essential
	A / I


Experience
	Criteria
	Required
	Assessment 
Application (A)
Interview (I)

	Experience of working directly with people, building positive relationships and establishing trust.
	Essential
	A / I

	Experience of supporting leaders/managers, groups or organisations to achieve their goals (private or VCSE sector).
	Essential
	A / I

	Experience of managing competing priorities and responding to requests for support.
	Essential
	A / I

	Experience of working collaboratively with a range of stakeholders.
	Essential
	A / I

	Experience of using transferable skills within customer, community, voluntary, public or private sector settings.
	Essential
	A

	Working with or within the VCSE sector.
	Desirable
	A

	Working with disadvantaged communities.
	Desirable
	A

	Working within partnerships across sectors.
	Desirable
	A

	Monitoring and evaluating service impact.
	Desirable
	A


Knowledge
	Criteria
	Required
	Assessment 
Application (A)
Interview (I)

	Understanding of the importance of strong governance, leadership and organisational sustainability.
	Essential
	I

	Understanding of how organisations can generate income and access external funding.
	Essential
	I

	Awareness of different organisational structures and ways of working.
	Essential
	I

	Understanding of partnership working and collaborative approaches.
	Essential
	A / I

	Awareness of financial information and budgeting principles.
	Essential
	I

	Understanding of the value of VCSE organisations.
	Essential
	I

	Asset Based Community Development (ABCD).
	Desirable
	A

	Detailed VCSE funding environment.
	Desirable
	A

	Charitable registration processes.
	Desirable
	A

	Person-centred planning and co-production.
	Desirable
	A / I


Skills and Abilities
	Criteria
	Required
	Assessment 
Application (A)
Interview (I)

	Able to form and maintain good working relationships and relate well to a wide range of people and agencies.
	Essential
	I

	Excellent interpersonal skills with the ability to build trusted relationships.
	Essential
	I

	Criteria (continued)
	Required
	Assessment 
Application (A)
Interview (I)

	Strong written communication skills, including the ability to produce clear and accurate written content.
	Essential
	A

	Good numerical skills and confidence working with financial information, budgets and data.
	Essential
	I

	Good digital and IT skills, including Microsoft 365 applications and online systems.
	Essential
	A

	A willingness to learn and develop specialist VCSE sector knowledge.
	Essential
	I

	Experience of working within the VCSE sector.
	Desirable
	A

	Experience of grant fundraising or supporting funding applications.
	Desirable
	A

	Experience of developing or delivering training, workshops or group facilitation.
	Desirable
	A

	Experience of organisational development or business support.
	Desirable
	A

	Knowledge of charity governance and legal structures.
	Desirable
	A

	Financial or accounting experience.
	Desirable
	A

	Knowledge of the Wakefield VCSE landscape and local context.
	Desirable
	A


Other
	Criteria
	Required
	Assessment 
Application (A)
Interview (I)

	A willingness to undertake further training as appropriate and to adopt new procedures as and when required.
	Essential
	I
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