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JOB DESCRIPTION

Responsible to: Chief Executive 
Job Title: Environmental Projects Co-ordinator 
Hours of Work: Full-time, 35 hours per week 
Salary:  £30,000PA + 4% employer’s pension contribution  
Length of Contract: Fixed Term to 31st March 2026 
Office Base: Glasgow (with hybrid remote home working) 

Main Objectives of the job

To co-ordinate, support and help deliver successful outputs and outcomes from the race equality environmental programme and the Ethnic Minority  Environment Network (EMEN). 
To continually increase and maintain the profile of the EMEN through digital channels (i.e. website, social media, podcasts, EMEN directory, etc). 
To work closely with the race equality officer in supporting environmental organisations to develop policies and practices to progress race equality.  

Specific Duties and Responsibilities

1.To take the lead and co-ordinate the successful delivery of outputs and outcomes from both the race equality environmental programme and the EMEN, ensuring that both programmes align with each other. 
2. To lead and co-ordinate the development of a website and online presence for the EMEN, including website content, social media content, etc with the aim of increasing  communication channels with current EMEN members, for recruiting new members, and to develop links with collaborators / environmental stakeholders. 
3. To lead and co-ordinate the development and maintenance of an organizational / individual directory on the website to highlight the work of EMEN groups and individuals so as to increase their visibility to the wider sector, and in turn, create more opportunities for them and the Network as a whole. 
4. To develop operations for and production of podcasts (i.e. production, editing & marketing) that promote EMEN activities / members and which helps facilitate engagement between EMEN members and environmental stakeholders, and dissemination of race equality good practices. 
4. To proactively contribute and influence Scottish & UK wide environmental policy through drafting consultation submissions, EMEN / stakeholder engagement, and networking with decision / policy makers, etc
5. To provide hands on support to the EMEN officer in the successful delivery of EMEN outputs and outcomes. 

6. To provide hands on support to the race equality officer in the successful delivery of the race equality environmental programme outputs and outcomes – i.e. consultancy support sessions, webinars, sharing good race equality practices, etc. 
7. To work closely with the race equality officer and EMEN officer to ensure  monitoring and evaluation tools and processes are developed and implemented to measure the success and impact of both programmes. 

8. To ensure annual and quarterly work plans are in place so as to meet outputs and outcomes of both funded programmes.  
9. To develop strategic links and partnership working with mainstream environmental agencies across Scotland and the UK, including the Scottish Government, and attend Scotland and UK wide network events / conferences to help raise the profile of the EMEN and address race equality issues. 
10. To represent CEMVO externally within the environmental sector and with key decision makers – e.g. Scottish Government, Public / Statutory Bodies, etc, so as to help inform policy from a Race perspective.  

11. To work closely with CEMVO Chief Executive to ensure timely reports are drafted and submitted to funders – i.e. Esmee Fairbairn Foundation and Joseph Rountree Charitable Trust. 
12.To provide the lead and liaise with the Chief Executive in overseeing all climate change related projects / activities within the organization

13.To help identify environmental related funding / income generation opportunities (e.g.environmental leadership development, training, etc) to sustain the longer-term development of EMEN, and provide the lead in drafting and submitting funding applications / proposals. 
14. To continually increase own awareness and knowledge of racial inequalities, particularly relating to environmental issues.    

15. This job description does not represent an exhaustive list of responsibilities and tasks but indicates the main responsibilities required from 
this post. 
16. There is a requirement to work flexibly, including working evenings and weekends as necessary in order to ensure appropriate fulfillment of duties.
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Person Specification

Essential

· Extensive experience in co-ordinating / managing projects to deliver successful outputs and outcomes. 
· Extensive knowledge and experience of climate change issues, including barriers for EM groups / communities in engaging in environmental policy and decision making. 
· Extensive skills and experience in digital promotion / marketing – i.e. social media, website content development, creation of podcasts, blogs etc. 

· Extensive experience in engaging with, and contributing effectively to environmental decision making processes and policy development, and drafting consultation submissions, particularly relating to race equality.  
· Ability to engage with, and develop networks and partnership working with key environmental stakeholders / decision makers such as  Scottish Government, Public bodies, local authorities, etc. 
· Good knowledge, understanding and strong commitment to race / equality, particularly around organisatonal development to address racial inequalities 
· Excellent project management skills, including experience in developing and implementing monitoring and evaluation processes to achieve successful outcomes.
· Good organisational and planning skills, including ability to plan own work load and work on own initiative. 

· Excellent communication, inter-personal and presentation / public speaking skills.
· Good report writing skills.
· Ability to travel across Scotland to attend events, meetings, etc. 

· Able to be flexible in working occasional weekends and evenings 

Desirable 
· Ability to draft funding applications / proposals 
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Making an application

Applications should be made by completing and retuning the enclosed application form, which should have strong reference to the person specification for the advertised post.

Please note that we will not accept curriculum vitae. 

Completed applications should be emailed to:  info@cemvoscotland.org.uk 

Closing Date for Applications: Thursday 14th April at 1pm
Please note: 
· Shortlisted candidates will be interviewed virtually via Microsoft Teams
· Interviews for this post will be on Friday 22nd April 22. 
