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VOLUNTARY IMPACT NORTHAMPTONSHIRE 
 

WORKING PROGRESS BUSINESS LIASION OFFICER 
JOB DESCRIPTION  

 
 
 
 
BACKGROUND TO THE POST 
 
VIN provides support for the voluntary and community sector (VCS) in Northamptonshire. Our 

role is to help the voluntary sector to support local communities.  VIN provides a range of 

support services for frontline voluntary and community groups to enable them to address 

management and development issues and to function more effectively within the changing 

operating environment. We also support volunteering countywide through brokerage for 

volunteering positions, strategic development of volunteering in the county and training and 

consultancy. We aim to provide easy to access and seamless services to voluntary 

organisations and community groups providing generic packages of support and responding 

to ad hoc information and support requests. We also work to develop knowledge and skills in 

the voluntary and community sector. In addition we support individuals through our volunteer 

brokerage service and direct services. 

Working in partnership with other infrastructure and voluntary sector organisations as well as 

statutory and educational bodies within the county, VIN aims to develop a thriving 

independent voluntary and community sector that is a valued partner in the development of 

Northamptonshire and its communities. 

 

The post is employed by Voluntary Impact Northamptonshire, and seconded to Commsortia 

Ltd.  Commsortia was set up to provide a county wide coordinated way of assisting voluntary 

and community sector organisations in developing large size contract bids of £1million plus, to 

target sizeable funding opportunities local, Regional, National and European, and to maximise 

opportunities around Partnership delivery or in growing and improving access to more diverse 

funding streams through larger collaborations and cross sector partnerships. 
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THE POST 

Commsortia, in partnership with the University of Northampton was successful in securing 

ESF / Big Lottery funding for a project called ‘Working Progress’, jointly funded by the Big 

Lottery and the European Social Fund who are working together to deliver a national-level 

scheme called Building Better Opportunities. This scheme is working to support hundreds of 

people across the country to move closer to employment.  It is bringing people who are 

unemployed or economically inactive closer to the job market by offering each participant a 

personalised support journey that addresses the specific and often complex barriers that are 

keeping people away from employment. It will also collaborate with local employers to create 

more opportunities for participants in the scheme, so that employment becomes more 

achievable for participants of the scheme. Delivery organisations, who are all members of 

Commsortia, offer a wide range of services and activities that are selected from to create 

individualised support package. 

 

This role supports the project’s links with local businesses, including the creation and 

development of support and awareness training tools. The officer will also seek potential 

participants for the scheme and relevant employment opportunities, as well as collaborate with 

businesses to identify any skills gaps. The insights gained from this role will then be used to 

shape activities and help create realistic employment destinations for scheme participants. 

This role will also work to break down barriers to employment faced by participants, including 

supporting new the creation of new childcare solutions. It will work closely with the projects 

delivery organisations & the VCS to support their engagement with employers. 

 

This post is fully funded by the Big Lottery and European Social Fund. 

 

 

NOTE: This is a new post, as the needs of the BBO programme and organisation 

change rapidly, this role will change accordingly; therefore this document should be 

viewed as guidelines which are subject to change. 
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KEY RESPONSIBILITIES 

 To build working relationships between voluntary sector organisations and local 

businesses to improve employability links for their clients as well as open up 

sustainable relationships to last beyond the project.  

 To work with local businesses to improve the likelihood of them employing people with 

additional support needs. 

 To create and develop support and awareness training tools and resources. 

 To seek relevant employment opportunities, as well as collaborate with businesses to 

identify any skills gaps.  

 To use insights gained from the role to support participants on the project and help 

create realistic employment destinations. 

 To advise workplaces on how to become more accessible. 

 To offer diversity awareness training to employers. 

 To explore varied opportunities relevant to the progression of project participants, 

including apprenticeships and training. 

 To support the start-up of initiatives in order to support participants to overcome 

barriers to employment. 

 On occasion to attend project board meetings and represent Commsortia at project 

steering group meetings 

 To support the University’s Evaluation Officer in evaluating the project. 

 To support the Project Coordinator in implementing appropriate communications and 

promotional activity, adhering to ESF/Big Lottery guidance and requirements where 

necessary. 

 To maintain and manage data and information systems relating to their own activities 

and the wider project where necessary. 

 

 

 

 

 

 

 

 

 

 



                                    
 

 4 

 

 

 

OTHER DUTIES AND RESPONSIBILITIES 

 Help to ensure that Commsortia embraces diversity, challenges discrimination, and 

reflects the communities of the County and its environs. 

 Attend and contribute to team meetings. 

 Participate in own support and supervision, appraisal and learning and development. 

 To work occasionally out of hours as necessary. 

 Carry out this job in the context of Commsortia’s Equalities policies. 

 

 

 

RESPONSIBLE TO:   Commsortia Manager 

 

SALARY:    £25,951 per annum (Pro Rata) 

 

HOURS:  up to 37 hours per week, (Flexible Working) occasional evening 

and weekend work may be necessary, no overtime is payable.  

A time off in lieu scheme operates. 

 

PLACE OF WORK   15 St. Giles Street, Northampton, NN1 1JA 

 

HOLIDAYS:  20 working days per annum (pro rata) increasing by 1 day for 

each year of continuous service up to a maximum of 25 days 

plus Bank Holidays 

 

PROBATION PERIOD:  Six months 

 

PERIOD:   Fixed term until 30th September 2019 

 

PENSION: A pension scheme is available to which VIN contributes up to 

5% of gross annual salary as a matched sum 
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VOLUNTARY IMPACT NORTHAMPTONSHIRE 
WORKING PROGRESS BUSINESS LIASION OFFICER 

PERSON SPECIFICATION  
 

 
ESSENTIAL 

 Good communication skills with the ability to communicate and build relationships with 

businesses as well as voluntary sector organisations. 

 Demonstrable ability to work collaboratively with partners to help achieve objectives 

and foster an atmosphere of mutual support 

 Ability to use initiative and follow up opportunities and leads when presented. 

 The ability to structure own workload and work methodically through conflicting 

demands and meet deadlines  

 Understanding and commitment to equal opportunities  

 The ability to relate easily to all sorts of people in a non-judgmental way 

 A good knowledge of Microsoft Office programmes, the Internet, email, and the ability 

to develop and record information accurately on databases 

 Ability to develop close working relationships with a wide range of people and 

demonstrate enthusiasm for the voluntary sector and the community  

 Flexibility, reliability and ability to learn and take on board developments on an on-

going basis  

 Experience of maintaining information and data for monitoring purposes.  

 Ability to access the whole of the Northamptonshire easily and time efficiently  

 Willingness to work outside normal office hours and some weekends 

  

DESIRABLE  

 Knowledge of the Northamptonshire voluntary sector organisations and key statutory 

bodies 

 Experience in back to work support 

 


