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JOB DESCRIPTION 
 
 
POST TITLE:  Community Engagement Coordinator   
 
RESPONSIBLE TO:   Director of Research 
 
RESPONSIBLE FOR:  Community Engagement Project (All Roads 

Lead to Alexander) 
 
HOURS:  37.5 hours per week 
 
TERM OF POST:  Fixed-Term (3 years) 
 
PROBATIONARY PERIOD:  6 months 
 
SALARY:  Competitive  
 
LOCATION:  Birmingham 4 days a week 
  Staffordshire 1 day a week 
   
ABOUT THE CHARITY 
 
Established in 2000, Caudwell Children is a national charity which works to 
transform the lives of disabled children and their families, enabling them to 
challenge the barriers they face throughout childhood by providing practical 
and emotional support.  
 
The Charity is going through an exciting period of growth having recently 
opened a new state-of-the-art facility for multi-disciplinary therapy 
programmes for childhood disability and research of neurodevelopmental 
conditions, including autism, within the grounds of Keele University. 
 
It provides a state-of-the-art base for the Charity’s therapies and an 
environment where ground-breaking research can be undertaken, potentially 
changing the way some disabilities are treated, affecting millions of people 
around the world.  This is a fantastic and exciting opportunity to join a 
dynamic and fast moving Charity at a time when it will attract national and 
international attention. 
 
PURPOSE OF THE POST 
 
We are currently seeking an experienced and dedicated Community 
Engagement Coordinator to work with our 4 community partners in 
Birmingham.  The candidate will be focused on the ‘All Roads Lead to 
Alexander’ Project funded by Spirit of 2012 – the London 2012 legacy funder. 
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The ‘All Roads Lead to Alexander’ is a 3-year program that aims to bring 
families and young people living with a disability across commonwealth 
communities in Birmingham to tell their life stories.  Through this 
programme we will explore the meaning of disability, diversity and inclusion 
from a community perspective and explore, challenge, share and develop 
perspectives on disability between and within commonwealth communities 
in Birmingham. 
 
We will deliver over 120 disability led creative workshops; 52 workshops to 
explore skills creation and community action and 50 training sessions aimed 
at building able leadership skills for both disabled and abled community 
champions.   
 
The successful candidate will deliver the following key responsibilities: 
 

 Act as a central point of contact for community partner groups across 
commonwealth demographics within Birmingham. 

 Work as an effective link between different community groups to 
share insight and enable skills exchange. 

 Coordinate the development and delivery of community co-creation 
events. 

 Work with community partners to promote, recruit, train and develop 
volunteers to assist in the delivery of workshop activities. 

 Work with community groups and Caudwell Children to develop 
plans for the development of long term community action and 
development plans. 

 Promotion of services via events, networking and marketing 
distribution.   

 
The post is full-time with time split between our Head Office in Staffordshire 
and field based work in inner-city Birmingham.  Typically, this will involve 4 
days a week working in the community in Birmingham and 1 day a week at 
our Head office in Staffordshire, although this working pattern is subject to 
slight variation on occasion.   
 
DUTIES AND RESPONSIBILITIES 
 

 To work with our community partner organisations, local community 
groups, other external organisations and service users in co-producing 
and developing the ‘All Roads Lead to Alexander’ programme of 
engagement, workshops and events. 
 

 To work with the Director of Research, National Engagement Manager 
and ‘All Roads Lead to Alexander’ Project Leads to ensure that all 
communities are able to readily accept and access the project using a 
person-centred approach. 
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 To raise awareness, identification and engagement of Caudwell 
Children and ‘All Roads Lead to Alexander’ through stalls, sessions, talks 
and community forums. 
 

 To work with community partners to organise, manage and run the 
engagement and workshop activities/trips, coordinating and delivering 
non-music creative sessions and keep the project team updated. 
 

 Acting as point of contact with all participant families and volunteers, 
communicating workshops/performance information, resources 
required and resolving any access issues for participants.   
 

 Providing 1-to-1 support throughout various sessions and ensuring that 
carers are able to manage behavioural or health needs. 

 
 To recruit community champions and families participating in the 

project and co-ordinating them during workshops and performances. 
 

 To ensure that everyone involved in the project is aware of their 
safeguarding requirements.  

 
 To source and prepare arts materials for creative sessions based on plans 

by our creative partner. 
 

 To provide the Leadership Team with current information regarding 
community engagement activities. 

 
 To support development activities within the program delivery 

partnership network and Caudwell Children. 
 

 To support Young people and their families in exploring their 
understanding of culture, disability and context within Birmingham, 
including providing detailed summaries of participants needs in 
advance of the workshops. 

 
 To manage and run ‘All Roads Lead to Alexander’ events across 

Birmingham online/face to face, including booking suitable venues and 
creating/carrying out risk assessments. 

 
Volunteering: 
 

 To support the Volunteer Team at Caudwell Children to recruit, allocate 
training, place and supervise suitable volunteers for the ‘All Roads Lead 
to Alexander’ projects where needed. 

 
 To generate appropriate volunteering opportunities and role 

descriptions based on the needs of the project. 
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 To promote volunteering opportunities; these could include supporting 
with project promotion, peer education activities and working with 
local faith groups, schools and community organisations at their 
community events. 
 

 To oversee and line manage volunteers and their placements as 
appropriate. 

 
Promotion: 
 

 Attending and representing Caudwell Children, community partners 
and ‘All Roads Lead to Alexander’ at events, conferences, forums and 
training sessions. 
 

 To actively assist with promotional and marketing distribution. 
 

 Identifying and attending community partner meetings, forums and 
networking to establish new opportunities. 

 
 Identifying new promotional sites and opportunities to enhance 

promotion of the project and to work with colleagues to capitalise and 
monitor results. 

 
 To build on and maintain relationships and partnerships with local 

stakeholders including local community groups, local authority 
departments and health providers. 

 
Evaluation and Monitoring: 
 

 Accurate and timely recording of participant and session data in line 
with the project reporting standards. 
 

 Ensure that appropriate accurate records are kept and evaluation 
activities completed. 

 
 Compiling and completing all necessary data, statistics and case studies 

for quarterly reports from multiple databases. 
 

 Arranging monthly meetings with the management team and 
attending meetings as and when required.  
 

This is not an exhaustive list.  The post-holder will be required to undertake 
any tasks commensurate with the job title and grading of the post.   
  



HR/EMP/T/20/1.0.0/Next Review: 05.09.2021 

PERSON SPECIFICATION 
 
Essential Criteria 
 

 Experience delivering community based engagement with a focus on 
inclusivity to defined outcomes and outputs. 

 Experience working with and supporting volunteers. 
 Experience of developing relationships with diverse multi-cultural 

community groups and stakeholders. 
 Experience working with young people and families. 
 Experience working with service users with multiple complex needs. 
 Proven experience working on engagement and co-creation projects. 
 Excellent communication skills. 
 Excellent planning and organisational skills. 
 Excellent IT skills e.g., Microsoft Office. 
 Ability to engage people effectively in a one-to-one or group setting. 
 Excellent communication, interpersonal, written and communication 

skills, including working with a variety of audiences. 
 Excellent co-ordination and organisational skills, including the ability 

to prioritise, plan and compete workloads with tight deadlines. 
 Able and willing to travel between various sites, mainly in Birmingham 

and Staffordshire.   
 

Desirable Criteria 
 

 Knowledge of statutory, third sector and community services available 
to different communities in inner-city Birmingham. 

 Experience of working in multiple inner-city Birmingham 
communities. 

 Understanding of community and cultural challenges, tensions and 
experiences in commonwealth communities. 

 Experience of working in the Charity/Third Sector would be 
advantageous. 

 Experience of working in CQC/ISO regulated organisations would also 
be advantageous. 

 Some flexibility to meet the needs of the business may be required. 
 A general knowledge of Health & Safety regulations would be 

advantageous.     
 
DISCLOSURE AND BARRING SERVICE CHECKS 
 
The Charity is committed to safeguarding children and young people and 
therefore adopts a safer recruitment approach through a robust recruitment 
and selection process.  All posts within the Charity are subject to DBS checks, 
in line with the Rehabilitation of Offenders Act (1974).  This role is eligible for 
an Enhanced DBS Check with children and/or adults’ barred list. 
 
 


