DIGITAL INCLUSION AND COMMUNITY ENABLER
	Location
	Wales (remote)

	Hours
	15 hours Monday-Wednesday

	Direct Reports 
	0

	Reports to
	Customer Service Assistant

	Salary
	£20,000 - £22,000

	Contract
	Fixed Term December 2025



ABOUT TEMPO
Tempo Time Credits is a charity serving communities across the UK by engaging, encouraging, and enabling volunteers. We provide the glue which binds local voluntary partnerships and community-based solutions.
Tempo Time Credits galvanises community organisations to drive positive change for themselves and be more resilient through more individuals and more diverse groups of people volunteering. The Time Credits model is based on a fundamental principle that Volunteer’s time is valuable and should be valued. 
Tempo Time Credits are the thread that connects volunteers, third sector, services, and businesses together through our projects and Tempo Time Credit networks. We do this through a digital time credit system that recognises and rewards volunteers for the hours they give. Volunteers can then exchange these for activities and experiences – like cinema tickets, entry to visitor attractions or a swim or gym session. 
Tempo’s culture is at our core and our staff team operate in line with our workplace values which are: -
· Everyone’s contribution – We encourage self-belief, mutual respect, and recognition.
· Ambition – We have a can-do attitude, are hopeful, resilient, and positive.
· Connection – Passionate people, teamwork and collaboration are key to our success.
· Creativity – We are curious and inventive; we encourage fun and imagination to achieve this.
· Resourcefulness – We learn together, share our expertise, and strive for efficiency.
· Integrity – We are authentic and honest. We take our commitments seriously and take accountability for delivery.
 
Being a key member of our team is fun, challenging, inspiring, engaging and it matters. 
ABOUT THE ROLE
We’re looking for a friendly, tech-savvy and caring individual to join our team and help us strengthen digital engagement with community members and partner organisations. This role is all about supporting people to get the most out of Time Credits — whether that’s helping someone access our platform, working with a community group to promote opportunities, or answering questions with patience and kindness.
You'll play a key part in helping more people and organisations feel confident using our digital tools, as well as providing outstanding customer support that reflects our values of respect, inclusion and mutual support.
You’ll also support our wider team with a variety of tasks — from administration to event coordination and general team assistance. This is a remote role with some occasional face-to-face activity, such as attending events or team meetings.
If you’re someone who enjoys helping others, is comfortable with digital systems, and takes pride in delivering thoughtful and responsive support, we’d love to hear from you. 
You are able to communicate effectively about our work, build relationships quickly and collaborate with team members to achieve a goal. You are target-driven, with the ability to stay on top of a varied and demanding workload.
 
KEY RESPONSIBILITIES
Digital Engagement and Support
· Provide excellent, responsive support to individuals and organisations using our digital platform.
· Help community members and partners navigate Time Credits tools and systems confidently and effectively.
· Support with user queries via phone, email, and chat with a caring, solution-focused approach.
Community and Partner Engagement
· Map local community organisations and business partners, maintaining accurate records within our CRM system.
· Track engagement progress from initial contact through to active participation and regularly update the team.
· Manage onboarding processes for new community and reward partners, ensuring a smooth and welcoming experience.
· Schedule and support initial training and induction meetings for new partners.
Listings and Content Management
· Create, update, and maintain engaging listings for reward venues, activities, and community partners on the Time Credits platform.
· Ensure all listings are accurate, current, and aligned with branding and accessibility standards.


Communications and Outreach
· Deliver timely outbound communications (electronic and postal) to partners, promoting opportunities, updates, and support.
· Build and maintain positive relationships with partners and community members through regular contact and follow-up.
Monitoring and Evaluation
· Monitor and report on the activity of community partners and reward venues.
· Support evaluation processes by helping to manage user surveys and liaising with the Impact Assessor to provide timely data.
Administrative and Team Support
· Carry out general administrative tasks to support the smooth running of the programme and wider team.
· Assist in organising and delivering events, both online and in-person.
· Contribute to shared team duties and occasional projects as needed.
Other Responsibilities
· Maintain awareness of and follow Tempo’s Health and Safety responsibilities.
· Undertake any other reasonable duties, in line with the level and purpose of the role, including agreed development opportunities.
 
PERSON SPECIFICATION
Person Specification
We are looking for someone who is people-focused, digitally confident, and committed to making a difference in communities. You don’t need to meet every single desirable criterion — if you meet the essentials and feel passionate about the role, we’d love to hear from you.



Essential Criteria
· Excellent communication and customer service skills – friendly, patient, and supportive.
· Confident using digital platforms and tools, and able to support others in using them.
· Strong organisational skills and attention to detail, with the ability to manage multiple tasks.
· Experience of administrative work, including maintaining records or databases.
· Able to work independently and as part of a remote team.
· A kind, caring and inclusive approach that supports diverse communities.
· Willingness and ability to travel occasionally for face-to-face meetings or events.
· Committed to Tempo’s values of equality, mutual support and community engagement.
Desirable Criteria
· Ability to speak and write in Welsh.
· Experience working or volunteering in community, charity, or public sector settings.
· Familiarity with CRMs (Customer Relationship Management systems) or similar databases.
· Experience supporting events or training sessions, either online or in-person.
· Understanding of the voluntary and community sector in Wales or the UK.
· Knowledge of Time Credits or similar community-based engagement initiatives.

We welcome your application
Tempo is committed to equity, diversity and inclusion. We warmly welcome applications from people of all backgrounds, and particularly encourage applications from individuals who are:
· Welsh speakers
· Disabled, neurodivergent or have lived experience of disability
· From Black, Asian or other racially minoritised communities
· From LGBTQIA+ communities
· From communities or areas that experience socio-economic disadvantage
We are a flexible, people-centred organisation and are happy to make reasonable adjustments during recruitment and in the role.
competencies describe how that person would ideally work with other people and how they would approach their responsibilities.
 
The Special Conditions section describes any other qualities appropriate to the particular circumstances associated with this role.
 


	COMPETENCIES

	LEADERSHIP

	Managing and Developing Performance
	· Takes a methodical and consistent approach to completing work in line with personal objectives

	Strategic Thinking
	· Understands how own and teams work contributes to the delivery of Tempo's objectives

	DELIVERING RESULTS

	Planning & Organising
	· Plans and prioritises own workload to meet agreed deadlines

	Problem Solving
	· Breaks down work issues, seeking further information if necessary
· Makes suggestions and implements improvements to personal work processes

	WORKING WITH OTHERS

	Building and Maintaining Relationships
	· Build rapport quickly with people at all levels and from different background

	Stakeholder Focus
	· Provides a polite and helpful first point of contact for stakeholders

	Communicating & Influencing
	· Represents self and team positively within the organisation
· Considers target audience, adapting style and communication method accordingly

	ORGANISATIONAL CONTEXT

	Organisational Awareness
	· Understands how own role and work contributes to team and organisational objectives

	Responding to Change
	· Responds flexibly to changing circumstances
· Recognises when unable to cope and asks others
for help

	SPECIAL CONDITIONS
	· Flexible regarding working hours including evenings & weekends
· Willingness & ability to travel independently.
· Some regional travel and national travel with
overnight stays.


 
THE CONTENTS OF THE DOCUMENT WILL BE SUBJECT TO REVIEW FROM TIME TO TIME IN CONSULTATION WITH THE POST HOLDER.   JOB DESCRIPTIONS MAY BE AMENDED TO REFLECT AND RECORD SUCH CHANGES.



