MORAY COUNCIL

JOB DESCRIPTION

	(1)	JOB IDENTITY

	POST TITLE:	Community Learning & Engagement Team Manager 
DEPARTMENT: People, Change and Community Strategy
SECTION:	Community Strategy & Engagement
LOCATION:	Headquarters, Elgin
REPORT TO: 	Service Manager – Community Strategy & Engagement   
GRADE:	11	            POST NO: MOR12298



	(2)	JOB PURPOSE AND WAY OF WORKING

	To work under the direction of the Community Strategy & Engagement Manager to manage delivery of Locality Planning, Community Participation and Capacity Building, Community Resilience, Participatory Budgeting, Community Council Support, Community Based Adult Learning and Family Learning. 

Manage Community Support Officers, Community Council Liaison Officer and Adult & Family Learning Team.



	(3)	MAJOR TASKS

	
1. Coordinate initiation, development and delivery of all areas within the service to increase effective community capacity building, community-based learning and strengthening engagement throughout Moray 

2. Develop and maintain key processes and documentation to enable effective management of a community focused service. 

3. Monitor and evaluate performance relating to the relevant areas of service responsibility & support continuous improvement around the key service areas to ensure delivery meets the ongoing need 

4. Lead the team’s supporting delivery within the service area 



	(4)	REPORTING RELATIONSHIPS	This job is indicated by *

	Head of People, Change & Community Strategy

Service Manager Community Strategy & Engagement

Community Learning & Engagement Team Manager 







DESCRIPTION Cont/d ...



	(5)	DUTIES TYPICALLY INCLUDE:

	5.1 Coordinate the initiation, development and delivery of all services within the area of responsibility to significantly increase community capacity building, adult based community learning and engagement throughout Moray.

5.1.1 Develop frameworks translating strategies into delivery models.
5.1.2	Support Community Councils, Area Forums, Village Hall Committees and Equality Forums.
5.1.3	Strengthen community resilience arrangements.
5.1.4 Deliver council-run adult and family learning services.
5.1.5	Develop links with departments and partners for LOIP plans and Participatory Budgeting.
5.2 Develop and maintain key processes and documentation.
5.2.1 Ensure support needs of community groups are met.
5.2.2 Implement effective information and administrative systems.
5.2.3	Maintain best practice and legislative compliance.
5.3 Monitor and evaluate performance.
5.3.1 Embed HGIOCLD4 quality assurance framework.
5.3.2 Participate in improvement planning and reviews.
5.3.3 Produce reports for Council and CPP committees.
5.3.4	Attend and report to council and partnership meetings.
5.4 Lead and manage the team.
5.4.1	Manage employees and HR processes.
5.4.2 Allocate work effectively.
5.4.3 Provide supervision and support.
5.4.4 Raise standards and identify training needs.
5.4.4 Manage budgets and expenditure.
5.4.5 Ensure health, safety and security compliance.

The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.
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MORAY COUNCIL

PERSON SPECIFICATION

Post:					Community Learning & Engagement Team Manager 

Department:				People, Change & Community Strategy

Date Specification Completed:	September 2026

	
Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience

	Good understanding of local government. 
Proven substantial experience of Community Learning & Development work 
Awareness of key legislation and the subsequent responsibilities i.e. participatory budgeting, CAT and Locality plans 
Experience of managing teams in community-based settings 
Experience of use and implementation CLD planning & evaluation methods 
Proven track record of multi-agency and community collaborative working 
	

	(2) Education & qualifications
	Relevant Degree or equivalent experience in community learning / community work
Member of CLD Standards Council 
	

	(3) Skills/abilities (general)

	Ability to prioritise workload
Ability to work with minimal supervision
High levels of organisational ability 
Strong IT skills 
	


	(4) Skills/abilities specific to post*

	Knowledge and understanding of Community Planning in Scotland and the key requirements around this 
Proven experience of partnership working with partners and local communities 
Understanding of CLD legislation / regulations and requirements around this in terms of CLD plan 
Ability to scrutinise activity, evaluate and plan effectively and ensure quality assurance of work 
	

	(5) Inter-personal & social skills

	Ability to work as a member of a team working in a hybrid way, taking the lead on areas of expertise and guiding others when necessary.
Ability to engage effectively with internal and external stakeholders.
Ability to focus on agreed objectives, to ensure they are achieved within agreed timescales.
Good track record of inter-agency collaboration, group work and management.
Ability to maintain confidentiality when dealing with or advising sensitive and/or confidential issues.
	

	(6) Working environment & physical demands

	Ability to travel across various work locations within Moray to meet operational requirements of the service. Due to the rural nature of Moray this is usually undertaken by car. 
The post is designated flexible. There will be access to office space, and ability, on occasion for home working  
	



*Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?	NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)	NO
Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults)	NO
Satisfactory pre-employment medical screening required?	NO


