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Events Coordinator

	Post
	Events Coordinator

	Location
	Office-based, working in DTAS’ offices in Edinburgh but with the potential for some home working

	Salary
	£29,168-£32,151 pro rata + pension (currently 11.5% employer contribution)
The expectation is that we appoint at the entry level of the salary scale unless there are exceptional circumstances.

	Length of contract
	Permanent, subject to funding

	Hours
	Our preference is full-time, 35 hours per week (excluding meal breaks), however we can consider part-time as 28 hours (four days) per week.

Please provide an indication of your preferred working hours in your covering letter.

	Leave entitlement
	25 days pro rata per year, plus 10 public holidays pro rata

	Probationary period
	3 months

	Closing Date
	Monday 17th November 2025 at 12noon

	Interviews
	Interviews will be held on Friday 28th November 2025



Purpose of Post(s):

We are looking for a highly organised, motivated and digitally confident individual to lead on the delivery of our annual conference, coordinate a range of events and manage our three websites. The role will also ensure the smooth running of our office. We need a people person who enjoys interacting with a range of individuals and organisation, as well as someone loves ticking all the boxes on a to-do list!


Summary of main tasks

Annual conference
· Lead on the delivery of the DTAS annual conference (with support from the Central Support Services team and wider organisation)
· Deal with delegate queries and manage bookings on Eventbrite
· Liaise with venue and other suppliers
· Create a communications plan and content, and promote the conference on the website and through member mailings and other communication 
· Design and update all associated materials including the programme, delegate information and sponsorship brochure using Microsoft Suite and Canva
· Support the development of the programme content

Events
· Coordinate and deliver DTAS’ regional gathering events including managing bookings on Eventbrite, booking venues, promotion and logistics
· Support the delivery of cross-sector community learning exchanges including liaising with our partner organisation Scottish Community Alliance, managing bookings on Eventbrite, liaising with partners and hosts, promotion and logistics
· Support the delivery of Community Ownership Support Service CPD online workshops and other webinars
· Support the delivery of other DTAS events, including Democratic Finance events 
· Collate and analyse event feedback
· Support the Central Support Services team to organise internal DTAS events

Website and communications
· Responsible for updating the content of the three DTAS websites using WordPress (with support from the Central Support Services team and wider organisation)
· Liaise with website maintenance support to address issues or develop functionality
· Assist with member mailings using Salesforce
· Produce templates, social media posts and other communication using Microsoft Suite and Canva
· Assist with the design and production of resources, publications and other materials

Facilities / office management and sustainability
· Ensure that the office environment, including meeting spaces, is maintained to a high standard
· Deal with staff queries and ensure that staff have the equipment they need
· Assist Head of Central Support Services with onboarding new staff 
· Liaise with suppliers including IT support, stationery, maintenance and recycling
· Maintain the asset register for the organisation
· Assist the Head of Central Support Services to maintain and update operational policies and procedures including the office handbook and health and safety policies
· Ensure that office equipment is tested as required, including fire systems and address any problems identified
· Deliver projects that advance DTAS’ environmental strategy and identified action areas
· Gather necessary data sets and do an annual update of DTAS’ carbon footprint

[bookmark: _Hlk150426022]Miscellaneous
· Be the first point of contact for all external queries, alongside the rest of the Central Support Services Team 
· Continue personal development and knowledge through training and awareness courses
· Undertake any other appropriate tasks which may be required by the organisation.

The post-holder will be part of the Central Support Services team but work closely with colleagues across the organisation in the Member Support team, Community Ownership Support Service team and the Democratic Finance programme team. 




Person Specification

Skills & experience
You will have:
· A minimum of two years administration experience in an office, or similar environment
· Experience in organising a range of events, both online and in person
· Experience of office / facilities management
· Experience of using a range of digital platforms - experience of Eventbrite, Salesforce, WordPress and / or Canva is desirable but not essential
· An interest in communications; website experience is desirable but not essential

Personal attributes
You will be:
· An excellent administrator, highly organised with strong attention to detail
· A good communicator, with a friendly and approachable manner, able to communicate with a range of people
· Able to manage a varied and busy workload
· Problem-solver, able to use initiative and be proactive
· Very digitally confident, skilled in using IT systems, software and databases 
· Confident with data collection, analysis and presentation
· Able to work flexible hours on occasion to meet the needs of organisation, particularly in the weeks leading up to our annual conference at the end of August / beginning of September

Benefits
· On-the-job training and relevant formal training
· 25 days of annual leave, plus 10 days of public holidays (pro rata for part-time employees) and an additional 3 days of fixed leave during Christmas
· DTAS pension scheme with an employer contribution of 11.5%
· Employee wellbeing group with all-staff activities, plus a personal wellbeing budget 
· Flexible working




To Apply for the Post:

If you are keen to be considered for this opportunity, please email kay@dtascot.org.uk with your CV and a covering letter by no later than 12noon on Monday 17th November 2025. Please make sure that your cover letter details your reasons for applying and specific experience to match the person specification above.

Interviews will be held on Friday 28th November 2025. These will be in person in our Edinburgh office but we can consider requests for online interviews if required. Please confirm your preference in your covering letter.

The personal data you provide in connection with this application will be used solely for the purposes of recruitment / selection. DTAS is committed to equity, diversity and inclusion.



This position is part-funded by:
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Background information:

Development Trusts Association Scotland (DTAS) is an independent, member-led organisation which aims to promote, support and represent development trusts in Scotland. Established in 2003, DTA Scotland now has over 350 development trust members, which makes it one of Scotland’s largest and most dynamic community-led networks. Our office is based in the Dalry area of Edinburgh, a short walk from Haymarket Station. 

A development trust is a community-owned and led organisation. They aim to create social, economic and environmental renewal in a defined geographical area, creating wealth within that area and keeping it there. They are diverse in nature: large and small, rural, and urban, mainland and island based.

DTAS provides information, advice and support, and facilitates our development trust network. We run an annual conference, produce publications and resources, and provide a suite of peer-to-peer learning, training and support interventions. We also operate our Community Ownership Support Service which supports the transfer of public assets to community organisations and Democratic Finance Scotland, a programme of support for community and social enterprises to consider alternative methods of raising finance.



The personal data you provide in connection with this application will be used solely for the purposes of recruitment / selection
DTAS is committed to equity, diversity and inclusion
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