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Job Profile comprising Job Description and Person Specification
Job Description

	 Job Title: 
Community Ambassador Project Officer
	Grade: 
SO1

	Section: 
Community & Partnerships Team 
	Directorate: 
Chief Executive’s Directorate

	Responsible to following manager:
Hannah Smith
	Responsible for following staff:
Community Ambassadors (volunteers)

	Post Number/s:
	Last review date: 
April 2026



Working for the Richmond & Wandsworth Better Service Partnership

We’re Richmond & Wandsworth Better Service Partnership, the shared public service team for Richmond and Wandsworth Councils. Like any local authority, our role is to deliver the agenda of our elected members on behalf of the people who live and work in our part of the world. We deliver key services to our communities including social care, public health, children’s services, housing and regeneration and environmental and community services. 

Our joint workforce creates efficiency and resilience by bringing more creativity to the way we work, more objectivity and adaptability too, helping us deliver better services for all our residents.

We’re here to help our communities thrive in a changing world, and to be there for the people who need us most we believe we need to keep adapting. That’s why, at Richmond & Wandsworth Better Service Partnership, you’ll be at the forefront of innovation in local government, and we’ll invest in you and offer you opportunities to grow in a way only our unique organisation can. 






Job Purpose 

In this post, you will lead the unique Richmond Community Ambassador Programme, working closely with residents living in social housing across the London Borough of Richmond upon Thames. The core aim of the programme is to give these residents a clear and influential voice with both their landlords and the Council, raising standards and delivering improvements for communities.

The programme engages social housing residents as volunteer Community Ambassadors, and the postholder will provide professional guidance, training coordination, and effective volunteer management to help Ambassadors develop their skills, build confidence, and capacity to represent their communities.

Because all social housing in Richmond is owned and managed by housing associations, this post will act as a key link between the Council, housing associations, and residents. This will involve supporting housing associations to improve their engagement with communities across the borough, and to improve consistency, collaboration, and transparency across the local social housing sector. 

The post is within the Community Engagement Team, reporting to the Community Engagement Manager. As such, it will also involve close collaboration with Richmond Community Engagement Officers, including support for local events, outreach activities, and community engagement programmes – with a particular focus on reaching seldom heard groups. 

The Community Ambassador Project Officer will inherit a scheme with a number of active and invested stakeholders. The postholder will need to build strong relationships and continue to develop the scheme in a collaborative and inclusive way.
  
The officer will need to be a self-starter, confident at introducing new initiatives and approaching communities who may not have a current relationship with the Council or their landlord. 


Specific Duties and Responsibilities

· Work closely with existing Community Ambassadors, providing support for them to carry out their activities and ensuring they are sufficiently resourced. 

· Work closely with Ambassadors to develop a training and induction package to support them in their roles. 

· Facilitate, steer and resolve issues raised by the Community Ambassadors that relate to the aims of the scheme (eg communal repairs and communication with housing associations). 

· Book estate inspections, support Ambassadors and Councillors to complete inspections with Housing Association staff and follow up on updates post inspections. 

· Further develop the approach to tracking actions and progress of communal repairs and other issues raised at inspections. 

· Plan and organise quarterly Community Ambassador Forums, including taking minutes, booking speakers, and dealing with any follow up. 

· Plan and organise twice yearly meetings with the senior staff of the partner Housing Associations – reviewing progress and agreeing any joint work.

· Facilitate the attendance of Ambassadors at committee meetings as expert witnesses.

· Support Ambassadors with initiating their own projects, such as small estate improvements and newsletters. 

· Maintain good relationships with Housing Associations, working closely with the Housing Department. 

· Recruit additional Community Ambassadors through outreach and promotion of the scheme and partnership working with Housing Associations, focusing on agreed target areas.  

· Promote the programme by working with the Communications and Community Engagement Teams, updating the Community Ambassadors webpage, and by attending events. 

· Gather case studies on the programme on an ongoing basis. 

· Work with the Community Engagement Team, wider Community and Partnerships Team, and Housing Department to coordinate the aims of the Ambassador programme, with a focus on supporting delivery of the Council’s Social Housing Improvement Plan. 

· Lead on the production of reports and monitoring of the Community Ambassadors Programme. 

· Work with the Lead Member for Housing, the Tenants Champion and other interested Councillors to enable them to get involved in the project and engage with Ambassadors. 

· Respond to all enquiries about the Community Ambassador programme, from the public, senior officers and elected Members. This is to include by email, social media, letter, telephone and in-person meetings. 

· Contribute to wider engagement work to reach and enable underrepresented groups and individuals along with protected characteristic groups. 

· Ensure the project is following national best practice guidelines in volunteer management.  

Generic Duties and Responsibilities

· To contribute to the continuous improvement of the services of Richmond & Wandsworth Better Service Partnerships.

· To comply with relevant Codes of Practice, including the Code of Conduct and policies concerning data protection, handling complaints and health and safety.

· To adhere to security controls and requirements as mandated by Richmond and Wandsworth procedures and local risk assessments to maintain confidentiality, integrity, availability and legal compliance of information and systems

· To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected.

· To understand both Councils’ duties and responsibilities for safeguarding children, young people and adults as they apply to the roles within the Councils.

· The profile is not intended to be an exhaustive list of the duties the post holder will carry out. Other reasonable duties commensurate with the level of the post, including supporting emergency and priority situations, will form part of the role.

Additional Information 







Team structure
















Person Specification

	 Job Title: 
Community Ambassador Project Officer
	Grade: 
SO1

	Section: 
Community & Partnerships Team 
	Directorate: 
Chief Executive’s Directorate

	Responsible to following manager:
Hannah Smith
	Responsible for following staff:
Community Ambassadors (volunteers)

	Post Number/s:

	Last review date: 
April 2026



Our Values
THINK BIGGER
    EMBRACE DIFFERENCE
CONNECT BETTER
LEAD BY EXAMPLE
 PUT PEOPLE FIRST


Our Values are embedded across Richmond & Wandsworth Better Service Partnership and throughout all roles and responsibilities at all levels of the organisation. Please familiarise yourself with our values as they are an integral part of our recruitment and selection process.
 
	Person Specification Requirements

	Assessed by 
A/I/T/C 
(see below for explanation)

	Knowledge
	Essential
	Desirable
	Assessed

	Knowledge of the social housing sector, including current issues and developments
	X
	
	A/I

	Knowledge of local government, including current issues and developments
	X
	
	A/I

	Understanding of what estate inspections entail
	
	X
	A/I

	Experience
	Essential
	Desirable
	Assessed

	Experience of working with multi-agency groups
	X
	
	A/I

	Experience of resident involvement and community engagement 
	X
	
	A/I

	Experience of working within a customer focussed environment 
	X
	
	A/I

	Skills
	Essential
	Desirable
	Assessed

	Ability to form and develop effective working relationships with a wide range of people and organisations
	X
	
	A/I

	Ability to independently manage projects with different deadlines
	X
	
	A/I

	Excellent communication and presentational skills
	X
	
	A/I

	Skilled use of a wide range of computer applications and databases
	X
	
	A/I

	Ability to deliver training to residents
	
	X
	A/I

	Ability to collate and analyse data
	
	X
	A/I

	Qualifications
	Essential
	Desirable
	Assessed

	Relevant professional qualification 
	
	X
	A/C



A – Application form / CV
I – Interview
T – Test
C - Certificate


Head of  Community and Partnerships 


Community Engagement Manager


Voluntary Sector Partnership Manager


Voluntary Sector Strategy and Partnership Manager (W)





Community Ambassadors Project Officer


Community Engagement Officer (R)


Community Engagement Officer (R)


Strategic Partnership Manager


Partnership Officer (R)


Partnership Development and Events Officer 


Community Funding Manager - NCIL (W)


Community Engagement Officer (W)


Senior Project Officer (R)


Senior Voluntary Sector Grants and Project Officer (W)


VCS Programme Delivery Coordinator (W)


Partnership Officer (W)


Voluntary Sector Support Officer (W)


Community Engagement Officer (W)


Community Engagement Officer (W)


NCIL ProjectOfficer (W)
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Sensitivity: Official
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