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Community Development and Engagement Officer
Burntwood Town Council
Person Specification
Reports to: Chief Officer / Town Clerk.
30 hours per week. Some weekend / evening work required occasionally. 
Are you community minded with experience working with voluntary organisations and community groups? Have you developed and managed community-based projects? Do you have experience in marketing and communications? Would you like to be a big part of delivering the vision of a Better Burntwood?
We are looking to appoint an experienced Community Development and Engagement Officer to join the small team at Burntwood Town Council, based at the Old Mining College in Chasetown. You will have a good knowledge of the community and voluntary sector locally, be able to build and promote networks, have knowledge of grant funding and help plan and deliver community projects. You’ll be comfortable using IT and be a solid communicator, leading on marketing and communications. You will also be managing Chase Terrace Community Centre and liaising with groups and residents who use it each week.
You’ll be working in the community amongst likeminded people and be part of an empowered and enthusiastic team of staff and Councillors. The role is flexible, and some occasional weekend and evening work is required.
Please use the application form to apply. No CVs. 
For more information, please contact Steve Lightfoot, Chief Officer
steve.lightfoot@burntwood-tc.gov.uk
01543 677166
Applications must be received either by email (to the above address) or to 
The Old Mining College Centre, Queen Street, Chasetown, Burntwood WS7 4QH
Closing date: Sunday 15 November 2026
Interviews expected week commencing 30 November 2026




Person specification
	
	Criteria
	Essential / Desirable

	1
	Experience of working in the voluntary sector and/or public sector
	E

	2
	A degree or HND in a related subject, or the equivalent experience
	E

	3
	Experience of writing grant applications, and working on grant funded projects
	E

	4
	Experience of marketing and communications

	E

	5
	Community centre/building management, including managing room hire bookings, invoicing and monitoring of payments 
	D

	6
	Experience of managing project budgets

	D

	7
	Strong organisational skills

	E

	8
	Experience of leading on public consultation and engaging with communities, groups and individuals
	D

	9
	Advocacy skills

	E

	10
	Networking skills

	E

	11
	Research and report-writing skills, and the ability to interpret or present data
	E

	12
	Knowledge and understanding of community and social issues
	E

	13
	A non-judgemental and positive attitude, and the ability to empathise with people's life experiences
	E

	14
	An understanding of how public sector bodies work

	D

	15
	Capable with IT systems and social media

	E















Job Description – not exhaustive. 
	1
	Project management - develop, encourage, support, or create projects to tackle issues as identified and agreed by elected members

	2
	Engagement - seek to actively engage with local residents, businesses and community groups

	3
	Partnership working – act as a bridge between the community and the Council, exploring opportunities to support the community and work together

	4
	Fundraising – assist with grant applications, funding bids, securing sponsorships and supporting local projects whether directly led by the Council or assisting local community groups

	5
	Lead on marketing and communications for the Council, using a range of communication tools to get messages across to residents


	6
	Manage Chase Terrace Community Centre including taking bookings, issuing invoices, marketing and promoting the centre, overseeing building maintenance and undertaking regular health and safety checks

	7
	Prepare reports and recommendations for Council’s consideration


	8
	Promote wellness and wellbeing across the team, elected members and the town

	9
	Encourage, promote and support volunteering


	10
	Support elected members in engagement where necessary


	11
	Support the delivery and planning of Council events, and other initiatives as necessary

	12
	Develop and contribute to networks to gain learning and best practice, locally and nationally

	13
	Attend meetings and events with other organisations and external agencies to deliver partnership projects
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