
	Post No:
	This will be complete by HR if the post is brand new.
As per Vision HR system if existing post

	Post Title:
	Community Resilience Officer


	Directorate:
	Office of the Deputy Chief Executive

	Division:
	Place and Culture

	Section:
	Community Support

	Reports To:
	Community Wellbeing Manager

	Location:
	St Annes Town Hall 

	DBS Status:
	Basic

	Grade:
	Scale 6 



	Role Purpose

	· To co-ordinate and manage the administration and delivery of government-funded financial support programme Crisis Resilience Funding, with accountability for the management of an annual support budget.
· Support vulnerable residents experiencing financial hardship, coordinating delivery through community organisations, and supporting the development of crisis support schemes across the borough.
· Assess eligibility to support and manage cases, maintaining compliance with national funding conditions, and producing monitoring and financial returns for government funders. 
· Contribute to multi-agency partnership working with internal council services and external organisations to ensure residents receive coordinated support.
· Ensure funding is administered in accordance with national programme guidance, council financial regulations and audit requirements.
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 Main Duties and Responsibilities

	· Coordinate and administer government-funded Crisis Resilience Funding, assessing applications and determining eligibility in line with national guidance and council procedures.
· Monitor an annual crisis support budget, ensuring financial allocations are processed in accordance with council financial regulations, with detailed audit trails maintained to support internal and external scrutiny.
· Produce regular monitoring and performance reports for management, elected members and external funders, analysing trends in demand and recommending service adjustments. Producing monitoring, financial returns and audit evidence required by government departments and internal assurance processes.
· Manage confidential personal information securely in line with data protection legislation, council information governance policies and DWP data sharing arrangements.
· Build and maintain effective working relationships with internal council departments and external partners, including but not limited to housing services, advice agencies, health partners, voluntary and community organisations, attending multi-agency meetings as required.
· Provide direct support to vulnerable residents experiencing financial hardship including attending community events, outreach sessions and drop-in surgeries, helping them access crisis funding and signposting them to relevant support service. 
· Support the delivery of community outreach activities such as advice sessions and drop-in events, providing guidance to volunteers and delivery partners on funding eligibility and expectations.
· Contribute to the development and evaluation of crisis support schemes, identifying gaps in provision and supporting the implementation of new initiatives to strengthen community resilience.
· Respond flexibly to emerging community needs and urgent support requests. Occasional evening or weekend working may be required.
· Recognise and respond appropriately to safeguarding concerns, following council safeguarding procedures and referring cases where necessary.
· Maintain accurate and up to date records of applications, decisions and payments to support audit, monitoring and programme evaluation.
· Provide intelligence on emerging hardship trends within the borough to support policy development and service planning.
· Undertake any other duties commensurate with the grade and purpose of the role as may reasonably be required.



	Qualifications

	Please mark which are Essential (E) or Desirable (D)

	· A minimum of five GCSE’s or equivalent including Maths and English (E)
· A minimum of 12 months experience in a relevant role involving the administration of financial support, grants or funded programmes or equivalent demonstrable knowledge (E)
· NVQ Level 2 or 3 in Business Administration or equivalent qualification/experience (D) 
· Relevant training or certification in data protection and confidentiality (e.g., GDPR awareness) (D) 
· Training in safeguarding or working with vulnerable people (D) 



	Knowledge, Skills, and Experience 

Required
	Please mark which are Essential (E) or Desirable (D)

	Knowledge
· Knowledge of data protection principles and the importance of handling confidential information appropriately (E)
· Knowledge of welfare benefits systems or financial hardship support programmes (D)

Skills
· Strong administrative and organisational skills with the ability to manage multiple tasks and priorities (E)
· Ability to interpret policy guidance and apply eligibility criteria accurately (E)
· Strong IT skills including Microsoft Office and experience of working with databases or case management systems. (E)
· Effective communication and interpersonal skills, with the ability to work sensitively with vulnerable residents. (E)
· Ability to contribute to the development and improvement of programmes or services (D)

Experience 
· Experience administering financial support schemes, grants or funding programmes (E)
· Experience working with vulnerable individuals or communities. (D)
· Experience working within a local government environment (D)
· Experience contributing to service delivery or programme development (D)


	Other Requirements

	· A full, valid UK driving licence and access to a vehicle is essential, as the role may will involve visiting multiple sites across the borough. 

	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training, and development of staff based on their age, sexuality, religion or belief, race, gender or disabilities.


	
Prepared by:  Edyta Paxton                                                                                                        Date: March 2026
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	COMPETENCIES 
(All competencies listed are essential to the post)   
	METHOD OF ASSESSMENT

	CUSTOMER FOCUS
· Treats employees as customers
· Puts the customer first and values the customer in everything they do
· Is professional, polite and friendly at all times
· Appreciates the customer is the only reason there is a job
· Challenges whether the existing ways of doing things meet customer need
	
Application form / interview

	WORKING TOGETHER 
· Promotes effective working across different service areas
· Accepts and provides constructive challenge
· Is an effective team player
· Demonstrates the ability to learn from others
· Focuses on solutions rather than problems
· Works with others to deliver great performance
	
Application form / interview

	EFFECTIVE COMMUNCATION 
· Clearly explains the reasons for decisions made
· Open, honest and transparent in all communications
· Champions success at every opportunity
· Demonstrates the ability to listen and understand
· Never ‘bad mouths’ the organisation
· Contributes to feedback and engagement at work
	
Application form / interview

	PRIDE & INTEGRITY
· Demonstrates enthusiasm and personal commitment
· Takes pride in working for Fylde Council
· Enjoys the work they do in their chosen career
· Has respect for others at all times
· Appreciates and values the opinion, interests and views of others
· Always represents Fylde in a positive manner
	
Application form / interview

	STRONG LEADERSHIP MANAGEMENT 
· Is always accessible and approachable
· Leads by example and always displays a positive attitude
· Motivates, encourages and supports others to achieve their best
· Has a strong focus on doing what is best for the organisation
· Manages change as part of the ‘day job’
· Makes creative suggestions about how to do things better
	
Application form / interview
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