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Job Description

Job title:
Engagement Officer
Reports to:

Engagement Project Manager
Salary & benefits:
£12.88 ph
Contract type:
Casual Worker
Background/context 

Living Options Devon (LOD) is a charity and a company limited by guarantee founded over 30 years ago. Our vision is of a fully informed, accessible and inclusive society in which every individual has the choice and opportunity to achieve their full potential and take part as an equal and valued citizen. 
We exist to ensure people with physical and / or sensory disabilities and Deaf people using sign language can make an active and equal contribution in society. Specifically we:

· Encourage people to feel more informed, valued and confident to take part in society through relevant training and support

· Enable people to identify priorities and develop user-led services

· Engage people in effective communication with local / national service commissioners and providers

· Empower people to raise awareness of what society needs to do to provide equality of opportunity both locally and nationally.

We believe in a fully accessible society where all people can enjoy freedom of choice and equality of opportunity. We operate a culture of open communication, empowerment and development, where individual differences and abilities are respected and people are encouraged to achieve their full potential.

We strive to be user-led in all that we do, enabling disabled and Deaf people to influence and manage our full range of services and operations.
Job Purpose

The purpose of this role is to provide support to the Engagement Project Manager to deliver Engagement work remotely and/or COVID safe face to face as directed as requested. Based on your particular set of expertise and experience, this will mainly be done through a combination of:
· Facilitating focus groups 
· Delivering 1:1 interviews

· Analysis of data and information

· Writing reports

· Presenting and sharing learning in a variety of formats.

· Producing Easy Read, Plain English, audio and other accessible formats.
· Providing support and expertise to empower service users to have their voice heard.
· Liaising with partners to arrange appointments and meetings.

· Provide peer support and mentoring services.

Other duties as required
· Attend appropriate training courses as identified.

· Attend staff meetings and team meetings as required.

· Attend and participate in regular work appraisals and any other support systems as appropriate.

Principles for delivery of work:
· Adherence to Confidentiality and Safeguarding principles and best practice
· To promote good access for all at all times.
· to up-hold Living Options Devon reputation for a user-led disability and Deaf Charity
Person specification
Person specification
	
	Essential
	Desirable

	Knowledge



	High level of numeracy and literacy.
	(
	

	Educated to degree level
	
	(

	Computer literate with excellent knowledge of Word, Outlook, Publisher and use of social media/websites.
	(
	

	Knowledge of NHS/Social Care/Community support services
	
	(

	Experience



	Experience of supporting a disability network or organisation
	
	(

	Experience of working in an office environment.
	(
	

	Experience of producing accessible formats e.g. audio, BSL clips, large print
	
	(

	Experience of analysing data and writing reports
	
	(

	Skills



	Effective organisational and administrative skills.
	(
	

	Graphic design and / or Photoshop skills
	
	(

	Experience of using digital/online resources.
	
	(

	Competent and accurate typing skills.
	(
	

	Good communication skills on the telephone, in writing and face to face.
	(
	

	High attention to detail.
	(
	

	Ability to prioritise and work to deadlines.
	(
	

	Other



	Co-operative, flexible attitude to work routine and tasks. 
	(
	

	Self-motivated and proactive
	(
	

	Willingness to learn new skills.
	(
	

	Reliable team player, also able to work alone.
	(
	

	Full commitment to Equal Opportunities.
	(
	

	Interest in disability and Deaf issues.
	(
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