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JOB DESCRIPTION

	JOB TITLE:
	Climate Action Assistant

	RESPONSIBLE TO:
	Climate Action Officer/Service Manager

	SALARY / GRADE:
	£12.60 per hour / £22,932 pro rata (£11,466 per year)
Fixed term – 31st March 2026

	HOURS:
	17 hours a week/working pattern is flexible and can be discussed. Hours may be dictated when support for events is required. 

	LOCATION:
	7 ½ John Wood Street, Port Glasgow, PA14 5HU 



	
JOB PURPOSE

	This unique part-time position will provide essential admin and communications support to the Inverclyde Climate Action Network (ICAN), based within Inverclyde Community Development Trust. 

Working closely with the Climate Action Officer, you will support the planning, promotion, and delivery of climate-based training, events, and workshops for ICAN members and the wider Inverclyde community. This will include creating promotional graphics, materials, and social media content, and updating ICAN’s website, newsletter, and blog. The role will also include some admin duties such as monitoring the general ICAN inbox for enquiries, sending event invitations, and taking minutes of meetings.

This position is an opportunity to demonstrate and improve your skills across admin and communications while contributing to an ambitious project to encourage community-level climate action. The successful applicant will be given the opportunity to undertake various trainings to support further learning and skill-building.

About ICAN

ICAN is an information, education, and collaboration hub for organisations and groups within Inverclyde working on projects to mitigate and adapt to climate change. It will build the capacity and skills of these organisations to support our members and residents to develop sustainable, thriving communities. 
The Inverclyde Climate Action Network connects projects and initiatives that share the same missions on: 
· Food justice
· Sustainable travel 
· Share and repair 
· Biodiversity protection 
ICAN is part of a nationwide network of organisations, set by the Scottish Government for the Net Zero strategy, aimed at cutting carbon emissions and building resilient communities to the climate impacts.



	
KEY TASKS

	

· Monitor and respond to enquiries in the ICAN general inbox

· Schedule events, send invitations, and manage RSVPs

· Take and distribute accurate minutes of meetings

· Assist with planning, promotion, and delivery of climate-related training sessions, workshops, and community events

· Liaise with partners, venues, and participants to support smooth event delivery

· Help gather feedback and attendance data for reporting purposes

· Create promotional materials such as leaflets and posters

· Write and schedule social media posts to promote ICAN activities and climate initiatives

· Draft and distribute newsletters and blog posts

· Monitor ICAN’s website, ensuring accuracy of information

· Maintain consistent branding and tone across all communications

· Work closely with the Climate Action Officer to coordinate project activities

· Support engagement with ICAN members and the wider Inverclyde community

· Contribute ideas to enhance outreach and participation in local climate action 

· Ensure anti-discriminatory practice and promote diversity 
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JOB/PERSON SPECIFICATION

	
KNOWLEDGE/SKILLS/EXPERIENCE: ESSENTIAL 

	
· Excellent organisational skills
· Excellent communicator at all levels
· Good working knowledge of Microsoft Office software
· Highly motivated
· Ability to plan and prioritise workload 
· Strong writing skills 
· Strong communication skills
· Experience using social media platforms 
· Interest in community engagement
· Creative with an ability to “think outside the box”








	
KNOWLEDGE/SKILLS/EXPERIENCE: DESIRABLE 

	
· Knowledge of Squarespace (website management)
· Experience creating social media graphics and other promotional materials using Canva 
· Ability to create engaging social media content across Instagram and Facebook
· Interest and/or understanding of climate change and how it impacts local communities
· Understanding of Inverclyde and the issues facing the locality
· Understanding of Climate Justice and a recognition of how climate change impacts the most vulnerable in society
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