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	Post:
	Engagement and Development Officer 

	Post No:
	

	Location:
	All Wales with offices in Cardiff or St Asaph

	Contract type:
	Fixed term to March 2021

	Pay Band:
	B1 £34,555 - £38,813

	Reports to:
	Engagement and Development Manager   


Role Description
We are looking for a new team member to help deliver our work programme to support the early years and childcare sector. The post is a great opportunity to build on your existing engagement and facilitation skills by working on projects aimed at supporting recovery and sustainability of the early years and childcare sector following Covid-19.  
The post-holder will:

1. support the delivery of projects and the development of resources within our early years and childcare programme. This will involve:

· providing effective and relevant communication updates to the early years and childcare sector, including the maintenance of a responsive social media presence.
· supporting the review and development of learning resources, 
· support the review of the National Occupational Standards 
· support the ongoing implementation of early years and childcare induction and qualifications.
· helping to maintain effective engagement with Welsh Government, the early years and childcare workforce, partnerships, and networks.  
· contributing to the planning, delivery and evaluation of practice exchange events, webinars, and peer support networks.
It is envisaged that the post holder will contribute to supporting wider work   programmes to support delivery of our business plan 2020-2021
Key responsibilities:

Engagement 
Work with colleagues to identify and implement effective methods for engaging stakeholders in the delivery of priorities. 

Provide a responsive social media presence on information and matters pertaining to Covid-19.

Provide a regular information bulletin, ensuring the early years and childcare sector is kept updated with relevant and key information to support recovery and sustainability following Covid-19.  

Support engagement in delivery of business objectives, ensuring this is done efficiently and supports a two-way relationship with the early years and childcare sector to inform our approach to product development, learning and building upon good practice.

Act as an ambassador for Social Care Wales representing and promoting work and seeking out further opportunities to maximise our impact.
Planning, Development and Delivery 
Assist with the production of toolkits, guidance documents and training materials which will be of benefit to early years and childcare practitioners, managers, and Responsible Individuals.
Gather and analyse information and intelligence from engagement to respond to the learning and developments needs of the sector.


Support the planning, delivery and evaluation of development projects which respond to the learning and improvement needs of the sector by applying sound project management processes, standards and techniques.
Networks and Partnerships
Sustain effective relationships with teams across Social Care Wales to ensure alignment and collaboration for the delivery of business objectives.

Maintain effective relationships (on a national and regional basis) to maximise engagement with the early years and childcare sector, supporting a culture of listening and collaborative working 

Operate effectively within networks and partnerships to support Social Care Wales to fulfil its role, purpose and objectives

Governance and compliance

Maintain confidentiality when dealing with sensitive, personal or confidential information. 

Promote the effective integration of the Social Care Wales’s values, throughout all aspects of work.
Respond proactively to colleagues, participate in team working, work to corporate policies and procedures and contribute to the running of Social Care Wales.

Attend team meetings and staff briefings and keep self-informed of Social Care 

Wales’s priorities, objectives and initiatives.

Undertake relevant training and where required assist with the training of others.

Undertake other duties that may reasonably be requested which are appropriate to the nature and level of the post. 

PERSON SPECIFICATION

	Post:
	Engagement and Development Officer


We expect all our staff embrace and demonstrate behaviour that is in line with our Organisational Values.

Respect Everyone 

Seeing people as Individuals and treating everyone with dignity and respect


Professional Approach


Acting responsibly and appropriately, holding each other to account.

Always Learning 

Improving ourselves and supporting others to be the best we can be.

Involve People


Encourage and enable everyone to work together

	
	Essential
	Desirable

	Qualifications


	Professional development, by way of a relevant degree or equivalent vocational qualification


	Assessor Qualifications 

	Knowledge
	Knowledge and understanding of the current issues relating to the early years and childcare sector in Wales


	Knowledge of early years and childcare qualifications and qualifications frameworks


	Experience
	Experience of stakeholder engagement and involvement within the early years and childcare sector in Wales

Demonstrable experience of providing project support and using project management tools such as action trackers, project reporting, risk logs etc

Experience of working with a range of stakeholders both internally and externally

Experience of using a range of engagement methods and tools to communicate and involve stakeholder

Experience of developing resources such as policies, guidance documents, work instructions, business processes etc

	Experience of early years and childcare curriculum
Experience of facilitating online/remote workshops with strong presentation skills
Experience of organising events such as workshops, conferences, webinars etc 


	Skills & Attributes
	Excellent digital skills including adept at using Facebook, Twitter and Instagram
Able to accept direction and work on own initiative to solve problems

Strong organisational skills in order to prioritise and manage a range of activities, reliably and in a timely manner

Excellent writing and editing skills with good attention to detail

Flexible and adaptable to an ever-changing environment

	Ability to research information and analyse data
Ability to perform duties bilingually in Welsh and English
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Confidential
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	Post applied for:

	 


For HR use only:
	Candidate Reference Number

	


Application form








Confidential
This form will need to be photocopied, please type or write clearly in black ink – Please do not remove any of the perforated pages.
	

	Personal details



	Last name - Mr/Mrs/Ms/Miss     
                                                                                                      

	First Names(s)


	Home Address


	Telephone No.
	Daytime:
	Home:

	
	Mobile:
	e-mail:


References
Please give details of two previous employers to whom we may apply for a reference.  One of these must be your present or most recent employer - if applicable.
References for all shortlisted candidates will be taken up prior to the interview.

If you do not want us to contact your referees at this stage please tick the box: 
	1. Name:

	2. Name:

	Job Title:

	Job Title

	Capacity:

	Capacity:

	Address:

	Address:

	Postcode:

	Postcode:

	Telephone:

	Telephone:

	e-mail:

	e-mail:



Relationships
Have you any friends or relatives employed by the Social Care Wales?  If so, please provide name(s) and relationships with those named:
	


Legal status to work in the UK
Do you have the legal right to work in the UK?                 Yes/No
If ‘YES’ but there are conditions attached, for example start or finish dates, please give details:
If ‘NO’ what type of permit do you require?:
Availability
Are there any dates during the next two months when you cannot attend for interview?
Education/qualifications
Please give name and type of establishment, beginning with Secondary School and list qualifications gained.
	Establishment

	Qualifications

	
	


Membership of professional bodies and professional qualifications
Please give details of your membership of professional bodies and the level of qualification attained. 
	Date 
	Professional Organisation
	Level of membership attained

	
	
	


Additional training
Please detail any further or specialist training undertaken or continuing professional development. 
Employment
If you are a school/college leaver include details of holiday jobs.
Present or last employer
	Name, address and nature of business:


	Position held and responsibilities:


	Dates (Month and Year)

From:


To:


	Salary (now or on leaving):


	Notice Period:


	Reason for leaving:



Previous employers
Starting with the most recent. Add more rows if necessary.
	Name and nature of business
	Position held and responsibilities 
	Duration - months and years

	
	
	

	
	
	

	
	
	

	
	
	


Person Specification 
Please explain how you meet the following criteria by providing examples from previous experience.
This section alone is used for shortlisting and the boxes will expand as you write in them. 

Only this section is seen by the shortlisting panel, your personal details, education and previous employment are removed for shortlisting purposes.

Essential
	Professional development, by way of a relevant degree or equivalent vocational qualification

	


	Knowledge and understanding of the current issues relating to the early years and childcare sector in Wales

	


	Experience of stakeholder engagement and involvement within the early years and childcare sector in Wales

	


	Experience of developing resources such as policies, guidance documents, work instructions, business processes etc

	


	Excellent digital skills including adept at using Facebook, Twitter and Instagram

	


	Excellent writing and editing skills with good attention to detail

	


How did you hear about this position?

	


Please tick this box if you would like to receive any elements of the interview process in Welsh 
Declaration

I confirm that the details of this application and the evidence of competency provided in support of it, are to the best of my knowledge true and accurate; and I consent to Social Care Wales processing, by means of a computer database or otherwise, any information I have provided for the purposes of employment with Social Care Wales.
Signature:_________________________________ Date:________________
Please return your completed application form to HRTeam@socialcare.wales
       ROLE DESCRIPTION














