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Recruitment Information Pack 
 

 

 

 

 
 

 

Community Development Officer 
 

 

To apply: 

Please apply by sending your CV (including current salary) and a supporting statement to 

ceo@rvs.org.uk .  Your statement should explain why you’d like the role, what you will 

bring to the organisation and how your skills and experience reflect those specified. 

 Your statement should be no longer than three pages,  

 

We will be assessing applications as we receive them and interviewing on a rolling basis. 

We may therefore close the recruitment at any time so we encourage you to submit your 

application as soon as possible. 
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Thank You! 
Thank you for your interest in Rushmoor Voluntary Services (RVS). This information pack 

should provide all the information that you need but please don’t hesitate to contact our 

CEO, Donna Bone if you need further details on 01252-540162 or via ceo@rvs.org.uk.  

 

We are also able to be flexible on some aspects of the role so we would encourage you 

to contact Donna if you would like to discuss the role or person specification in more 

detail.  

 

About Us 
Established as a registered charity in 1971, RVS are the Council for Voluntary Service (CVS) 

in Rushmoor. Our role in the community is to champion volunteering and to support any 

voluntary or community group working in the Borough of Rushmoor.  

 

We support our members by creating networks; our quarterly Voluntary Sector Forum is 

regularly attended by approximately 100 individuals. We also provide support with 

recruiting for volunteers and with achieving good practice. 

 

RVS also manage a number of projects that provide community benefit. These include: 

• Blooming Marvellous - a supported volunteering gardening project. 

• Home Help - providing shopping and light housework to frail, elderly and disabled 

people. 

• Community Transport - which includes a group-hire minibus scheme. 

• Dial a Ride - scheduled passenger services in Rushmoor & Hart. 

• Community Access Project – mental health support. 

 

We work in close partnership with various organisations including our core funders 

Rushmoor Borough Council and Hampshire County Council. 

 

RVS are members of the Hampshire CVS Network, an alliance of 10 local organisations 

who work together to help Hampshire’s charities, community groups and social 

enterprises to succeed and flourish, and collaborate in a local cluster with Hart and 

Basingstoke CVS. 

 

We are going through a period of significant change this summer; our new CEO - 

appointed to replace her long-standing predecessor - is managing our forthcoming 

office move. This will take us away from the accommodation which has been our base 

for many years but she is excited about the new opportunities arising from these changes.  

 

The Community Development Officer vacancy has arisen due to the retirement of the 

current staff member who has been with us for 16 years.  

 

Our Mission 
In partnership with the voluntary, statutory and business sectors, enabling all the people of 

Rushmoor to play a full and active part in the life of the local community. 

 

Where we Work 
The area we cover contains Aldershot, North Town, Farnborough, North Camp, Cove and 

Blackwater Valley in the north east corner of Hampshire. 
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Over 350 organisations and groups from this area are members of RVS. 

 

From August, our office will be within the Civic Offices alongside Rushmoor Borough 

Council and other key organisations supporting the community of Rushmoor. 

 

Our Team 
The paid staff team comprises of various part-time roles - see below - which are 

supported by a team of volunteers. 

 
The Role 
The aim of the role is to facilitate community development through two main avenues:  

• You will seek to empower, enable and build capacity within organisations that 

already exist, or may be establishing, that have mobilised on a community issue 

which is important to them. You will do this through supporting community groups, 

charities, trusts, social enterprises etc with a specific issue that may be hindering 

their effectiveness or ability to deliver community benefit. 

• You will also help facilitate the mobilisation of volunteers on specific community 

related issues to bring about change within the community delivered by the 

community. 
 

Reporting to the CEO, you will provide supervisory support to the Volunteer Centre Co-

ordinator. 

 

You will work for 28 hours per week, the majority of this will be during traditional office 

hours but you will also be required to be available during evenings and at weekends to 

represent RVS or to support other organisations.  
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The Benefits 
As well as working in a long-established and community focussed team, you will be 

based in a new office environment with generous facilities. We also offer: 

 

• A permanent contract subject to funding and satisfactory completion of a 6 month 

probationary period. 

• A salary of circa £30,000 FTE, pro-rata to £24,000, according to relevant experience.   

• Auto enrolment in the company's defined contribution pension scheme. Individual 

contributions are flexible subject to statutory minimum and maximum limits; RVS 

contributions will be paid in accordance with policy.  

• Mileage and out-of-pocket expenses undertaken on behalf of RVS will be paid in 

accordance with the Expenses Policy. 

• 20 days paid, rising to 25 after five years’ service, plus statutory days, pro-rata. 

• An incrementally increasing period of sick pay in accordance with length of 

service. 

• Free parking during working hours. 

• Inland Revenue mileage rates will be paid for business travel, eg 45p per mile for 

travel by car. 

 

Job Description 
Whilst the overarching aim of this role will remain, the specific responsibilities will be 

reviewed in line with the strategic development of the organisation. 

 

The main duties of this role, currently, are to: 

 

Membership Support 

• Support the local voluntary sector to achieve, maintain and promote good 

practice. 

• Provide information, advice and support to member organisations on new and 

existing initiatives. 

• Support members on fund/raising, to source funding opportunities, review and 

advise on funding applications; act as a referee where appropriate. 

• Guide members on matters of governance, strategy, business development and 

planning, and volunteering. 

• Facilitate access to DBS checks via Rushmoor Borough Council. 

• Identify potential members and support their engagement with RVS. 

 

Volunteering 

• Promote the concept of volunteering and refer to the Volunteer Centre. 

• Supervise the Volunteer Centre Co-ordinator. 

 

Sector Liaison 

• Engage with members by attending meetings and events. 

• Organise and promote the quarterly Voluntary Sector Forum and other 

opportunities for community engagement and cross sector networking. 

• Proactively facilitate referrals and liaison between members for mutual benefit. 

• Support statutory sector, local authority and business community engagement with 

the voluntary sector. 
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Communication 

• Collate and disseminate information of value and interest to members via 

newsletters, bulletins and social media in conjunction with other staff and 

volunteers. 

• In conjunction with the Rushmoor Employment Skills Zone, circulate job 

opportunities within the sector, and roles which member organisations may 

promote to their service users. 

 

Social Policy 

• Monitor wider issues that impact upon the sector, such as fund/raising issues, 

Government policy, demographic changes and other sector specific 

developments. 

 

Development 

• In conjunction with the CEO, identify and respond to emerging needs and develop 

services/projects to meet those needs. 

• Work closely with Rushmoor Borough Council and, where appropriate, lead on 

neighbourhood initiatives and community events. 

• Develop and oversee delivery of a training programme in response to members’ 

needs in conjunction with the CEO. 

 

Organisational Support 

• When required, support RVS on matters of governance, strategy, business 

development and planning, and volunteering. 

• In conjunction with the CEO, undertake funding applications for projects and 

services. 

• Represent RVS at external meetings. 

• Promote RVS and give presentations about RVS membership and services. 

 

General 

• Be administratively self-supporting. 

• Deputise for the CEO when requested. 

• Provide cover for the Volunteer Centre Co-ordinator, and to support other staff if 

required. 

• Support good internal communications and a positive working environment. 

• Maintain good working relations with key individuals and other organisations within 

the voluntary, statutory, public and business sectors active within Rushmoor. 

• Promote equality and diversity in all undertakings. 

• Undertake other duties as requested by the CEO that are commensurate with the 

post and the development of the organisation. 

• In all undertakings ensure compliance with RVS policies. 

 

Administration 

• Process membership applications. 

• Maintain the database/s of members. 

• Co-ordinate the booking of, and access to resources which members are able to 

utilise, eg gazebos, display stands etc. 
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About You 
You will be educated to a high standard, be administratively self-supporting and possess good IT 

skills. You will possess a positive, ‘can do’ manner, be approachable and respectful with the 

ability to motivate and influence people. 

 

You will have experience working in, or closely with, the voluntary sector, ideally alongside local 

community groups and projects. You will understand what best practice in charity governance 

looks like and are comfortable advising and supporting others to achieve this.  

 

Values and Aptitude 

Essential 

• Appreciate the value of community development. 

• Demonstrate an inclusive mind-set. 

• Ability to develop good working relationships with colleagues at all levels, in a 

range of organisations. 

• Ability to recognise a need or an opportunity for new activity or development, and 

to carry the project through to a successful conclusion. 

• Evidence of ability to identify when it is appropriate to withdraw from a project or 

situation. 
 

Desirable 

• Proven interest in supporting the Rushmoor community. 

• Evidence of ability to assess needs and analyse viability. 

• Demonstrable innovative approach/creative thinking and self motivation. 

• Experience of outcome focussed approach to service/project development. 

• Experience of monitoring service performance against targets. 

 

Education, Administration and Communication 

Essential 

• Demonstrable organisation skills and capacity to manage a high volume and 

varied work load. 

• Experience of organising meetings, servicing committees and preparing reports. 

• Understanding of confidentiality and data protection principles.  

• Ability to communicate clearly and concisely, both orally and in writing. 

 

Desirable 

• Degree in relevant topic or community development qualification. 

• Familiar with public speaking and experience of developing and delivering 

presentations. 

• Strong interpersonal and communication skills. 

• Good working knowledge of MS packages, Office 365 and Windows 7. 

• Demonstrable experience of minute taking. 

• Experience of creating communication materials such as newsletters – for hard 

copy and on-line distribution. 

• Experience of effective use of the media and social media. 

 

Voluntary Sector Knowledge 

Essential 

• Experience of working with volunteers and/or as a volunteer. 
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Desirable 

• Experience of setting up voluntary organisations and/or community groups. 

• Experience of working in an advisory capacity with voluntary organisations. 

• Experience of organising, supervising and/or managing volunteers, and associated 

good practice. 

• Experience of working on or with management committees or boards. 

 

Membership Support 

Essential 

• Awareness of the legal responsibilities of charitable and voluntary organisations. 

• Demonstrable event organisation and management. 
 

Desirable 

• Understanding of charitable models and the requirements of achieving them. 

• Good working knowledge of essential legislation. 

• Understanding the procedure of processing DBS checks. 

• Sourcing quality trainers and organising training workshops.  

 

Funding and Fundraising Skills 

Essential 

• Experience of fundraising events or community based initiatives. 

• Knowledge of funding of voluntary organisations, statutory and local authority 

contracts. 

• Understanding of the procedures and requirements to obtain grants from statutory 

and voluntary sources. 

 

Desirable 

• Management experience of organising fundraising initiatives and understanding of 

the associated legislative responsibilities. 

• Experience of planning and delivering fundraising events and campaigns. 

• Successful track record of securing grants and/or contracts. 

 

Community Initiatives 

Essential 

• Experience of motivating people to participate in community activities. 

• Experience of working in partnership to meet common objectives. 

 

Desirable 

• Experience of working in disadvantaged neighbourhoods. 

• Familiar with local authority structure and working alongside local authority teams 

and Councillors. 

 
 

  


