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Community Projects Officer
Job Description

Tiree Community Development Trust, Isle of Tiree 

Salary: £26,500 per annum (full time, 35 hours per week)

The Community Projects Officers (CPOs) take a lead role in planning and delivery of all aspects of TCDT projects. The nature of the project work will vary – there is a strong focus on project start-up, development and delivery in addition to the ongoing review of existing and longer term Trust projects, e.g. identifying issues that may need to be addressed, carrying out updates to project models, responding to new developments with changes to delivery models, etc.
Project outcomes involving operational work that will continue long-term are generally intended to be handed over by CPOs to TCDT operational staff so as to ensure that CPO resource remains available for new project work, and to respond to emerging needs.

Key working interfaces for CPOs will include:
· The General Manager (GM) - to identify and secure funding, establish and maintain scheduling and budget and manage resources.
· The Finance & Admin Officer (FAO) - to ensure budgets are specified, managed and adhered to.
· Other CPOs - to  work flexibly in support of each other (within an agreed system of portfolio and resource spread)
· Operations and Office Manager (and where appropriate other operational staff) – to ensure a smooth handover of project delivery to ongoing service provision.
· TCDT Board and subsidiary Boards – to provide advice and support based on the relevant skills and experience needed for specific projects or tasks.


Context of the role

The Tiree Community Development Trust is a successful community-led organisation with a strong track record of delivering community owned projects and acquiring community assets on the island of Tiree, the furthest out of the Inner Hebrides. The Trust now operates four subsidiaries and several internal projects providing a broad range of community services and generating community funding, including:
· Owning and operating a 900kW wind turbine on the island, generating a net energy surplus for Tiree with all proceeds going into our Community Windfall Fund as well as contributing to the Trust’s own funded activities.
· Acquiring and restoring two harbours on the island, and retaining their operation to support local fishing industry and boat-based tourism
· Establishing and growing a community owned Tiree Broadband service to offer broadband to homes not otherwise served by conventional provision
· Constructing in 2021 – a vital replacement fuel filling station to be run under community ownership
· Discover Tiree – the island’s premier tourist information service and holiday accommodation listings provider, and Destination Management Organisation
· The Ranger Service on Tiree – running projects to protect our natural resources and bio-diversity, as well as operating a responsible Croft Camping Service
· A full time Youth activities officer, providing a broad range of funded activities for young people covering sports, arts, music and culture
· Gaelic Development, with a part time officer running classes, tutoring and other development activity to retain the use of Gaelic in the community

An additional post holder is sought to join a Project coordination team alongside an existing CPO and the General Manager (along with support from other core staff) to provide a clearly defined capacity to focus on project design and delivery as the Trust moves on to ambitious new challenges to retain or develop further community services and respond to challenges facing Tiree. These include
· bringing a new community fuel station into operation,
· exploring potential new renewable energy / carbon-reduction projects,
· recovery from COVID-19 impacts,
· sustainable tourism,
· economic development,
· and a particular focus expected for this role in the coming year: creating a step change in sustainable provision of housing for permanent residents.

Purpose of the Post

· To work with General Manager and TCDT/subsidiary boards to establish and bring the Tiree Community Growth Plan projects to completion and respond to emerging needs for further development of existing projects.

Tasks 

· Help develop and follow the Growth Plan to implement agreed Community projects. 
· Carry out and/or support any Community Consultation as required.
· Check feasibility, initiate projects, identify potential funding sources, budgets and resources required. 
· Secure project funding with support from the GM.
· Implement project planning, including defining deliverables, setting goals and objectives, producing schedules and timescales, identify and manage risks.
· Supported by the GM, facilitate and motivate teams formed for individual projects (which may involve Directors / Volunteers / Contractors / Staff / Funders), ensuring clear communication of key information and supporting good governance 
· Work with the FAO to ensure project budgets are defined, managed and adhered to in line with funding requirements. 
· Carry out monitoring and control activities to track the progress of the project and record its outcomes. Report progress regularly to the GM and TCDT board
· Support clear processes for change management within projects where necessary throughout the project life to ensure best possible outcome. 
· Plan and implement handover of ongoing service delivery to TCDT Operations where relevant as part of project closing phase.
· Formally close projects, including lessons learned and complete any required reporting for funders.
· Attend meetings to deliver updates to the TCDT and Subsidiary Boards and the Community. 


Person Specification

The following are the expected required / desired elements for candidates for the CPO role. In an application for the post and in the interview process we will be looking to you to provide examples that demonstrate how you meet these elements. This will inform scoring of applications.

Experience:

1. Project co-ordination and/or support
2. Carrying out monitoring and evaluation of project delivery
3. Event planning and delivery

(Desirable)
4. Working in the public and/or voluntary sector, where funding conditions apply
5. Community, member or service user engagement / consultation or similar

Skills and abilities:

6. Able to identify, organise and prioritise tasks in order to achieve project objectives, meet deadlines and respond to emerging needs
7. Excellent communication skills with a variety of audiences (e.g. funders, management, board/governance, the public)
8. Strong team working skills and a flexible approach to handling changing work demands as part of a team, including setting realistic expectations on what can be sustainably delivered by yourself and others
9. A creative and enthusiastic approach to problem solving
10. Proficiency with intermediate IT skills including MS Office, and able to pick up basic use of website content management (e.g. WordPress)

(Desirable)
11. Relationship / partnership building / Lobbying skills

Knowledge and understanding:

12. Basic understanding of budgeting and financial responsibility and reporting
13. Understanding of the unique pressures and challenges facing an island community

(Desirable)
14. Relevant knowledge that would be of benefit in carrying out project work in any of the following: community ownership; community energy generation; housing provision or management; construction; sustainability / climate change impacts

Other requirements:

15. The roles will involve occasional travel to on-site locations on Tiree or for meetings either on-island, or elsewhere as required. Either a valid driving licence (and use of a vehicle) or the ability and willingness to make other suitable arrangements for travel on occasion will be required (allowing for any reasonable adjustments / support needs being met)
16. The roles require regular occasional attendance at evening and weekend meetings to accommodate volunteer board and working group members (time off in lieu will be given)


Conditions of Work, and in-work benefits 

· The posts will be Island based in the Trust Office on Tiree.  During any Covid restrictions, this may involve working from home or alternatively at another safe space as agreed with the General Manager. We expect to continue to offer a flexible approach to remote/home working on an ongoing basis, so long as arrangements are made to be “on-site” when the work calls for it.
· Working hours will be 35 hours per week. Requests to consider flexibility / job-shares will be considered – please contact us to discuss.
· The standard paid annual leave entitlement is 28 days (inclusive of public/bank holidays) per calendar year. After one full year of service with TCDT annual leave entitlement increases as follows: 1 day for every complete year of service up to a maximum of 5 extra days after 5 years’ service.
· TCDT operates a workplace pension scheme, for which a 5% employer contribution is offered in addition to the post salary, with a 5% employee contribution required. Staff may opt out, or use their own recognised scheme if they wish, with the same employer contribution
· TCDT will be very glad to discuss any accessibility adjustment requirements and associated in-work support that may be needed to ensure a positive and inclusive workplace, and seeks to operate to an excellent standard of Fair Working Practices, with a strong culture of internal staff consultation and feedback.
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