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Job description     
 

 

Job title: 

 

 

VCSE Assembly and VCSE TLG Coordinator 

 

Based at: 

 

 

Hackney CVS, The Adiaha Antigha Centre, 24-30 Dalston Lane 

E8 3AZ 

 

Employment terms: 

 

Salary: Salary band £30,000 (Professional Level 2). 

Hours: 3 days a week (21 hours) (0.6 fte) 

Contract: Fixed term until 31.03.22.  Continuation funding will be 

sought. Role subject to a 2-month probationary period and 1-

month notice period 

 

 

Reporting to: 

 

 

Director of Health Transformation and VCS Networks 

 

Responsible for: 

 

 

n/a 

 

 

 

 

Job purpose 

• To service and co-ordinate the setting up and running of the new Hackney and the 
City Voluntary and Community Sector (VCSE) Assembly 

• To service and co-ordinate the VCSE Leadership Group 

• To outreach to VCSE organisations in Hackney and the City to ensure they 
understand the role of the Assembly, and how to participate 

• To write information for newsletters and other communications about the VCSE 
Assemblies, their purpose and outcomes 

• To ensure that Assembly participants are enabled to participate fully in Assembly 
meetings 

• To support VCSE TLG members to fully participate in VCSE Leadership Group 
meetings 
   
 

Main duties and responsibilities 

 
Administration and support of the VCSE TLG and the VCSE Assembly 

 

• Set up VCSE Leadership Group meetings, agree agendas with chairs, facilitate the 
meeting, provide admin support, and follow up actions agreed in meetings, liaising 
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with meeting chairs and CVS staff (the VCSE Leadership Group acts as the 
executive to the VCSE Assembly) 

• Work with Chief Exec, Director of Health Transformation and team to set up 
Assembly meetings 

• Provide admin support, and support with follow up to Assembly meetings 

• To ensure that mailing lists are kept up to date including contributing to the 
Hackney CVS database of members 

• To facilitate VCSE Leadership Group meetings and Assembly meetings using 
online conferencing 

• To take accurate minutes of meetings, recording the discussions and decisions so 
that people not present are able to follow the course of the meeting in writing 

• To work with the VCSE Leadership Group chairs to develop and implement the 
group’s work programme. 

• To work with other network leads at Hackney CVS to ensure the work of the VCSE 
Leadership Group and the Assembly is linked with the wider work of Hackney CVS  

 
Information Dissemination and Communications 

 

• To ensure that there are communication lines in place to enable the VCSE 
Leadership Group to keep in touch and contribute to issues emerging from other 
VCSE Networks, Scrutiny Committees, Neighbourhood Partnerships and other 
relevant bodies 

• To ensure communication lines are in place to facilitate VCSE Leadership Group 
members feeding back from meetings they attend as representatives 

• To contribute items to Hackney CVS newsletter and website 
 

Outreach and Facilitating Involvement  
 

• To outreach to smaller local community groups that represent the diverse 
communities of Hackney and the City so that these groups can have their say and 
be included in the activities and work of the Assembly and the VCSE Leadership 
Group  

• To facilitate the direct participation in the Assembly of VCSE organisations working 
with communities disproportionately affected by the pandemic 

• To support participation in the Assembly and the VCSE Leadership Group of 
participants with additional needs 

• To support participation in the Assembly for participants with limited digital access  
 

Monitoring, performance management and evaluation 
 

• To review the work of the VCSE Leadership Group and the Assembly annually with 
the Chairs and Hackney CVS and evaluate its effectiveness so that there can be 
learning from experience and amendment to practices as appropriate 

• To collect and analyse monitoring and performance data for presentation to the 
funders as required 

• To work with the Line Manager and Chair to review the VCSE Leadership Group’s 
finances and allocate resources appropriately to meet the group’s aims 
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Team working 
 

• To support and adhere to the values, policies and procedures of Hackney CVS 

• To work as part of the wider Hackney CVS staff team as appropriate 

• To take supervision and probation from the line manager on a regular basis, 
undertaking training as agreed and any reasonable task as required by the line 
manager in line with the purpose of the post. 

 

 
General requirements 

• Actively promote equality of access and opportunity to all Hackney’s diverse 
communities 

• Work is delivered to the highest possible standard  

• Commitment to operating in accordance with the values and policies of Hackney 
CVS 

• Commitment to own learning and development 

• Any other reasonable tasks that take forward the aim of the post. 
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Person specification 
Code: 

S – Assessed as part of application shortlisting 

A – Assessed as part assessment at interview 

I – Assessed as part of interview questions 

 

 Code 

 

Qualifications & experience  

 

• 2 years experience in the voluntary sector, either in a paid or voluntary capacity   

• Experience of working with committees, writing minutes, and co-ordinating large 
meetings 

• Experience of outreach work 

• Experience of paid or voluntary work in a diverse inner-city area like Hackney 

• Committee experience 

 

 

 

S 

S/I 
 

S 

S 

S 

 

Knowledge  

 

• Knowledge of policy issues in health and social care, including the wider 
determinants of health 

• Knowledge of the powers and activities of local authorities and NHS bodies 

• Understanding of basic community development principles and how they might 
be relevant for this post 
 

 

 

 

S/I 
 

S/I 

S 

 

 

 

Skills 

 

• Skilled in use of Microsoft Office applications Outlook, Word, Powerpoint and 
Excel 

• Able to facilitate online meetings using Zoom 

• Able to use social media, update databases 

• Skilled in communicating, both verbally and in writing in English to a wide range 
of audiences 

• Able to analyse written policy material quickly and accurately to draw out the main 
points  

• Able to work to deadlines  

• Able to work in a systematic and planned way, both able to handle routine 
patterns of work and emergency work with short timetables  

• Able to reflect on the work and learn from practice  

• Able and committed to engaging people outside the Forum in the work, 
maximising participation however possible 

 

 

 

 

S/A 
 

S 

S 

S/A/I 
 

S/A 
 

S 

S/I 
 

S 

S/I 
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General requirements 

• Able to work independently with minimal supervision. 

• Be pro-active in their approach and deliver work to a high standard. 

 

 

 

This post is funded by NHS North East London CCG. 
 
Before any offer of employment is made you will be asked to disclose any relevant criminal convictions. 
Hackney CVS will always ask for two references before appointing, and these will include your suitability 
to work with children and young people. Appropriate checks will be made before an offer of employment 
is confirmed. This role is not subject to a DBS check.  
 
The personal data you provide in order to apply for a job is stored in a restricted access filing system and 
used for the purposes of shortlisting and interviewing only. The information will be deleted six months 
after the deadline for that job. The legal basis for this is to fulfil a contract. For further information please 
see our privacy policy: Privacy Policy - Hackney CVS - Hackney CVS (hcvs.org.uk) 
 
The closing date and deadline for completed applications is 9.30am, Thursday 6 May 2021. 
 
Hackney CVS positively celebrates diversity and welcomes applications from people from all 
backgrounds.  
 
 
 

About Hackney CVS 
 
Hackney CVS is Hackney’s leading voluntary and community sector support agency and the 
local Council for Voluntary Service, or CVS. We support hundreds of groups to run successful 
voluntary and community sector organisations by giving them access to the key skills, knowledge 
and resources necessary to respond to the needs of local people, especially those most in need. 
We also provide a range of partnerships and mechanisms for the local voluntary sector to bid for 
contracts, work together on key issues, influence policy and develop joint projects. 
 
Please visit our website at www.hcvs.org.uk for more information about us. To find out more about 
our consortium bidding approach please see City and Hackney Together under ‘Our services.’  
 
For more information about our approach in Health and Social Care visit www.hscf.org.uk 
 
For more information about our new approach to local philanthropy visit www.hackneygiving.org.uk  
 

Hackney CVS is a London Living Wage employer and we offer a range of employment benefits as 

well as the opportunity to work for a well-known and respected non-profit organisation. 

 

Benefits include: 

 

• 25 days annual leave and additional leave days over the festive period 

• continual professional development – both in house and external training relevant to your role 

• up to two weeks paid study leave per year 

• a lovely garden 

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/lawful-basis-for-processing/contract/
https://hcvs.org.uk/privacy-policy2/
http://hcvs.org.uk/index.php?category=14&sec=62&page=205
http://www.hcvs.org.uk/
http://www.hscf.org.uk/
http://www.hackneygiving.org.uk/
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• staff wellbeing champions 

• duvet days 

• an employer pension contribution of 6% 

• cycle to work scheme 

• a summer staff away day and a festive party 

 

 

 

 

 
t: 020 7923 1962 | e: reception@hcvs.org.uk | www.hcvs.org.uk 

The Adiaha Antigha Centre, 24-30 Dalston Lane, London, E8 3AZ 

Registered Charity No: 1069736 | Limited Company No: 3365292 

 


