
ANTI-POVERTY SUPPORT OFFICER 

Job Description 

 
 
Job title :   Anti-Poverty Support Officer 

Salary :  £18,000 per annum (£30,000 FTE) and contribution to an auto-
enrolment pension scheme 

Duration :    Three year fixed term contract  

Hours :   Part-time, 21 hours per week 

Holidays :   Annual holiday entitlement is 15 days  
 
Location :   Southall Town Hall, 1 High Street, Southall, UB1 3HA 
 

 

Aims : To deliver anti-poverty work and research in Southall that involves local 
organisations in capacity building and campaigning work and develops an anti-
poverty coalition. 
 
 
Duties : 

1. To liaise with partners and ensure delivery of annual outputs ie research, 
workshops and training that build capacity of local organisations 
 

2. Develop and manage SCA‘s policy and research around multiple 
disadvantage and poverty in Southall 
 

3. Undertake desk-based and primary anti-poverty baseline research and 
produce reports and briefings for distribution 
 

4. To arrange resident volunteer training and allocate work and supervise anti-
poverty volunteers, where necessary 
 

5. To service project steering group meetings, prepare agendas, minutes etc 
 

6. To manage and contribute to key tasks ensuring milestones are met and 
prepare project monitoring and evaluation reports for funders and SCA  
 

7. Grow and maintain relationships with a network of organisations and 
practitioners including intelligence gathering (e.g. online focus groups, project 
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visits) to develop an anti-poverty campaign and stakeholder vision 
 

8. To ensure inclusion and diversity in all aspects of SCA's operation and work 
 

9. Attend meeting and events, representing SCA externally on a range of areas 
as required 
 

10. To work with other members of the team, attending regular team meetings, 
individual supervision and annual appraisals 
 

11. Carry out any other duties that may reasonably be required 

 

 

 

Person Specification 

 

Job title :   Anti-Poverty Support Officer 
 
Characteristics : Essential 
 
 

1. Have at least one years experience of working in an office environment 
 

2. Strong understanding of inequalities facing people from diverse backgrounds 
 

3. Ability to recruit, direct and supervise volunteers 
 

4. Able to arrange workshops, seminars and training for voluntary organisations 
 

5. Experience of preparing reports, agendas and minutes of meetings 
 

6. Ability to establish and maintain financial records and prepare funding 
applications 
 

7. Must be computer literate with working experience of word processing, 
spreadsheets, databases and presentation software  
 

8. Must be able to deal with work of confidential nature 
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9. Experience of preparing publicity and promotional material 
 

10. Ability to organise and prioritise own workload to meet deadlines 
 

11. Excellent communication and interpersonal skills to communicate, verbally 
and in writing, with a wide range of people 
 

12. Ability to work with service users from diverse cultural and religious 
backgrounds within an equal opportunities framework 
 

13. Ability to work under pressure and to tight deadlines 

 

Characteristics : Desirable 
 

1. Ability to communicate in a community language, for example. Hindi, Punjabi, 
Somali, Farsi etc. 
 
 


