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Cupar Development Trust (“CDT”)
Registered Office: 59 Bonnygate, CUPAR, Fife, KY15 4BY
Job Description:

Post


Development Officer
Background
CDT was set up in 2015 to promote and coordinate change for the benefit of Cupar & District (“C&D”), defined as postcodes KY15 and KY14, and the entire catchment area of Bell Baxter High School and its feeder primary schools.

CDT’s Objectives
CDT’s ambition is to provide a focus for local collaboration in community development, citizenship, the arts, heritage, and culture, resulting in initiatives, activities and events which will benefit people throughout Cupar & District, regardless of age, ability, or background.
CDT’s vision
 “To inspire enthusiasm for a Creative Community with a Cause"
CDT’s Activities
CDT’s five Key Activities, across C&D, are:
· Planning and implementing selected projects
· Supporting the efforts of groups and individuals to bring about community improvement

· Building partnerships with agencies able to access resources to intervene in community development.

· Promoting community capacity building.

· Initiating and supporting social enterprise.

Purpose of Post
Including to provide professional support and advice to CDT’s Board, Sub-Committees, Staff, and Volunteers, and to work with other organisations with which CDT is collaborating in pursuit of the purposes stated above. 
The Development Officer will have a crucial influence on the delivery of CDT’s five Key Activities across C&D.
Period
Until 31/03/2023 initially, up to two years extension subject to Scottish Government’s annual confirmation of funding. There will be a probationary period of four months in order to determine that the post holder is meeting CDT’s expectations
Salary
£30,000 per annum pro rata.  CDT is a Living Wage employer and complies with the Scottish Fair Work Framework. 
Hours
Part time, (based on the equivalent of 37.5 hours FTE per week), the Development Officer will work an agreed total of hours per month, estimated at 25 hours per week. These hours of work are flexible and will include working outside 0900 to 1700 in order to engage with other local organisations and to attend events.  The hours will vary week to week.
Leave
20 days paid leave per annum plus 10 public holidays, pro rata. Periods of leave to be agreed in advance by the Chair of the CDT Board Staffing Sub-Committee
Location
The Development Officer will work from home. An allowance will be agreed to cover home heat and light, and any additional home insurance premium.  It is assumed that their home broadband will be sufficient for the needs of the post. 
Equipment
CDT will provide the necessary equipment including laptop and mobile phone, as well as stationery and filing facilities, all of which will be used exclusively for CDT business, will remain the property of CDT (which will insure them), and will be returned to CDT when the period of employment comes to an end. 
Internet
CDT will provide a CDT email address which is to be used for all CDT business.
Travel
The Development Officer will provide their own car for use on CDT’s behalf.  CDT will reimburse any additional insurance premium imposed because of this business use. The Development Officer will maintain an accurate log of miles and times of journeys made on CDT’s behalf, and mileage will be reimbursed at the AA’s published rate as approved by HMRC
Responsible to
The Chair of the CDT Board Staffing Sub-Committee 
Reporting  
On individual discreet tasks, to a CDT Board Member or Chair of a CDT Project Sub-Committee, as instructed by the Chair of the Staffing Sub-Committee

Compliance:
CDT’s suite of Policies must be complied with at all times.
Illustrative Tasks
Using a Community Development Approach, the Development Officer will assist CDT’s planning and development as required by CDT’s Board, whose tasks include delivering the ambitions of the 2016 Charrette and the 2017 Interpretive Plan, including by:
· Working supportively with other staff and all involved in delivering CDT’s objectives

· Drafting bids for external funding to continue and develop CDT’s objectives
· Complying with the monitoring and evaluation requirements of funders

· Jointly with the Chair of CDT, representing CDT and its partners to the general public

· Jointly with Board and Sub-Committee members, representing CDT in meetings with other appropriate agencies

· Maintaining close and frequent liaison with CuparNow (C&D’s unique Digital Improvement District) and with ABCD (C&D’s businesses association)
· Supporting the local SCIO, Three Estates Cupar, (SC048967) in the promotion of C&D’s history and heritage in Old Scots 
· Leading the detailed organisation of events, public meetings, and consultations led by CDT

· Circulating regular Newsletters prepared by Board

· Issuing News Releases prepared by Board

· Providing regular updates to CuparNow

· Liaising with C&D’s several heritage organisations, in particular in developing and maintaining the local archive of documents, online resources, and recordings
· Liaising with community groups, in particular those represented at the C&D Forum 

· Assisting with the design and conduct of surveys to assess community development priorities

· Circulating to Members and Supporters of CDT regular Newsletters approved by the CDT Board
· Issuing regular News Releases approved by the CDT Board

· Providing regular updates to CuparNow
· Fulfilling any other duties reasonably directed by the Board.

Required Skills

· Ability to think and lead strategically, and to develop community wide capacity.

· Excellent communication skills, both written and oral.

· Ability to present effectively oral reports and information, in person and online, to a wide variety of audiences, including CDT’s Members and Supporters.

· Strong organisational skills and the ability to set and achieve realistic targets, and to manage own workload.

· Ability to work as a member of a team and to link with a wide range of other organisations.

· Sound computer, web literacy, and social media skills, using the MS Office suite of programmes, plus Zoom, and Teams

