
Proffil Swydd/Job Profile
Teitl y Swydd – Hyfforddai Graddedig – Swyddog Data Mentrau Cymdeithasol
Post Title – Graduate Trainee – Social Enterprise Data Officer 





	Adran
	Prif Weithredwr

	Department
	Chief Executive’s 



	Is-adran/Adain
	Adran Adfywio, Polisi a Digidol

	Division/Section
	Regeneration


	Gradd/Grade
	N/A



	Rhif y Swydd/Post Number
	



	Paratowyd Gan/Prepared By
	



	Dyddiad Paratoi/Date Prepared
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	[Teipiwch destun]
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	Prif Ddiben y Swydd

	

	Prif dasgau/cyfrifoldebau

	

	Yn gyfrifol am staff/offer

	Ddim yn berthnasol
	Yn atebol i

	Rheolwr Ardal Datblygu Economaidd a Cydlynydd Datblygu Economaidd


	Meini Prawf
	Hanfodol

	Cymwysterau/
Hyfforddiant Galwedigaethol/
Aelodaeth Broffesiynol
	 Contact your HR Advisor for help 
Only include what is required to do the job
Do not overstate qualification levels 
Do not confine to UK qualifications 
	Y Sgiliau sy'n Ymwneud â'r Swydd/
Galluoedd


	Meddu ar wybodaeth sylfaenol am becynnau Microsoft Office h.y. Word, Excel a Powerpoint.
Hyblyg - Gallwch addasu i newidiadau yn y gwaith neu'r amgylchedd.  Rydych yn hyblyg ac yn amryddawn ac yn gallu bod yn eiriolwr dros newid.
Meithrin perthynas - Rydych yn sicrhau parch ac ymddiriedaeth gyffredin yn gyflym, gan feithrin perthynas hirdymor ag eraill.
Disgybledig -  Rydych yn ymdrechu i sicrhau canlyniadau o safon, mae gennych ddealltwriaeth o fusnes ac rydych yn anelu at ragori ym mhopeth yr ydych yn ei wneud.
Dysgwr - Rydych yn chwilfrydig, rydych yn chwilio am wybodaeth newydd a ffyrdd newydd o ddatblygu eich hun.
Catalydd - Rydych yn meddu ar gymhelliad cryf i gyflawni amcanion.  Rydych yn hyderus o ran gweithio heb gyfarwyddyd i gyflawni pethau.


	Gwybodaeth/
Profiad
	

	Meini Prawf
	Dymunol

	

	



	Iaith/
Sgiliau Cyfathrebu
Beth yw lefel eich gallu?

	Sgiliau Siarad

	Sgiliau Ysgrifennu


	Cymraeg
	2
	2
	Saesneg
	4	4
	Arall (nodwch)
	 	 
	GWIRIADAU'R GWASANAETH DATGELU A GWAHARDD


	 

	NID OES ANGEN GWIRIAD DBS
	☒
	Adran A – y math o ddatgeliad
	

	DATGELIAD SAFONOL
	☐
	DATGELIAD MANWL
	☐
	DATGELIAD MANWL GAN WIRIO'R RHESTR WAHARDD
	☐
	Adran B – math o weithlu
	

	Y GWEITHLU PLANT
	☐
	Y GWEITHLU OEDOLION
	☐
	Y GWEITHLU PLANT AC OEDOLION
	☐
	GWEITHLU ARALL
	☐


	Y RHESWM


	..



	UNRHYW WYBODAETH ARALL


	Mae gweithio ystwyth yn bosibilrwydd.






	Main Purpose of Job

	
The main objective of the post is to support the Regeneration team to undertake a comprehensive mapping of the social enterprise sector in Carmarthenshire including baseline data.

This is a graduate placement and therefore the post holder will be required to undertake the role alongside completion of their professional qualification. 

	Key tasks/responsibilities

	
1. To collect information and develop database of all known social enterprises in Carmarthenshire

1. To collect baseline data using existing survey and to liaise with social enterprises to ensure accurate information is collated

1. Establish annual reporting system to collate on-going data to support the delivery and monitoring requirements of the County’s Social enterprise strategic action plan

1. To produce an end of placement report outlining number, local and type of social enterprises operating within the County including detailed baseline data 

1. To work in conjunction with other key stakeholders such as Cwmpas, Carmarthenshire Association of Voluntary Services



	Responsible for staff/equipment

	N/A
	Reporting to

	Economic Development Area Manager & Economic Development Coordinator 



	Criteria
	Essential

	Qualifications/
Vocational training/
Professional Memberships
	  Completing Social Enterprise Management (CertHE)

	Job Related Skills/
Competencies


	Possesses a basic knowledge of Microsoft Office packages, i.e. Word, Excel and PowerPoint.
Adaptable – You can adapt to variations in work or environment.  You are flexible and versatile and act as an advocate for change.
Relationship Builder – You quickly establish mutual respect and trust, building long lasting relationships with others.
Focussed – You strive for quality outcomes, have a business insight and aspire to achieve excellence in everything you do.
Learner – You are inquisitive, you seek out new information and look for new ways to develop yourself.
Catalyst – You are self-motivated to achieve goals.  You are confident using your own initiative to take actions forward.


	Knowledge/
Experience
	Possess a knowledge and understanding of the social enterprise sector in Carmarthenshire.


	Criteria
	Desirable

	

	 Possess a knowledge and understanding of the social enterprise sector in Carmarthenshire 
Evidence of work experience/placement in related field.


	Language/
Communication Skills
What level are you?

	Spoken Level

	Written level


	Welsh
	2
	2
	English
	4	4
	Other (please State)
	 	 
	DISCLOSURE AND BARRING SERVICES (DBS) CHECKS


	 

	NO DBS CHECK REQUIRED
	☒
	Section A – type of disclosure
	

	STANDARD DISCLOSURE
	☐
	ENHANCED DISCLOSURE
	☐
	ENHANCED DISCLOSURE WITH BARRED LIST CHECK
	☐
	Section B – workforce type
	

	CHILD WORKFORCE
	☐
	ADULT WORKFORCE
	☐
	CHILD AND ADULT WORKFORCE
	☐
	OTHER WORKFORCE
	☐


	JUSTIFICATION


	.


	ANY OTHER INFORMATION


	Agile working is a possibility 
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