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Third Sector Intern

	SALARY	
	£13.45 per hour (Real Living Wage)

	HOURS OF WORK
	21 Hours per week Tues/Wed/Thur 8.30am-4.30pm. Very occasional evening and/or weekend work.

	DURATION
	Until 31 March 2027

	ANNUAL LEAVE
	25 days paid leave plus 10 Public Holidays (pro rata)

	PENSION
	Midlothian Community Action operates a Contributory Pension Scheme

	PVG
	A PVG will be required for this position.

	NOTICE
	Four weeks

	TRANSPORT
	Reimbursement will be made for expenses incurred on business travel 

	LOCATION
	This post is office-based, split between Grassy Riggs café in Woodburn and MCA’s offices at 4/6/8 White Hart Street, Dalkeith, EH22 1AE 

	RESPONSIBLE TO
	Line Management will be provided by the Grassy Riggs Manager and the MCA Chief Officer. The post holder’s employer is the Board of Midlothian Community Action.


	 
PURPOSE OF JOB	
This internship will undertake front-line community work through supporting the Grassy Riggs Older People’s Drop in Café. The café work will take place in the mornings, 8.30am-1pm.
In the afternoon, the internship will focus on supporting MCA to deliver its role as a third sector interface. Key tasks will include undertaking a survey of our key stakeholders, as well as other strategic activity.
The intern will gain hands-on experience in front-line community work, and a broad range of third sector experience including stakeholder engagement. Job coaching and interview practice will be included programme of work, as well as access to free training. The internship would be ideal for anyone looking for a first role in the third sector.
You can see more about being on placement at MCA here: What's It Like to Work at MCA? - Student Placement Experience - Midlothian Community Action (MCA)

ABOUT OUR ORGANISATION
Midlothian Community Action (MCA) is the Third Sector Interface (TSI) for Midlothian, supporting local community organisations, volunteers, and social enterprises. www.mca.scot 
The Grassy Riggs is a service for older people and their carers in Woodburn, Dalkeith. The service is based in the Woodburn Community Hub building and provides a warm, supportive environment where people over the age of 65 can come together to experience meaningful social engagement, make friends and try out new opportunities. The Grassy Riggs - Midlothian Community Action (MCA)
DUTIES
Grassy Riggs 
To support the running of the Grassy Riggs Project the postholder will undertake the following tasks.
· Help set up cafe.
· Prepare food such as soup and scones for the café.
· Domestic duties such as washing up, clearing up etc.
· Interact with and support GR users.
· Take part in activities as requested.
· Undertake any other duties relevant to the post, as reasonably required from time to time by your line manager. 

Training will be provided on food preparation and other relevant issues.
Third Sector Support 
The internship will undertake a range of tasks to help MCA support its members, including undertaking a survey of our users and stakeholders.
Learning and Development
As part of the internship, the post holder will receive:
· Structured support and regular supervision
· Opportunities to attend relevant training
· Opportunities to build a portfolio of work (e.g. case studies, reports, campaigns)
· Job coaching and CV development support
· Insight into third sector and community work

Skills and Experience Required
Essential
· Strong written and verbal communication skills
· Strong teamwork skills
· Interest in communities and the third sector
· Ability to create engaging content for different audiences
· Good digital skills (e.g. Microsoft 365, social media platforms)
· Ability to work independently and manage time effectively
· Willingness to learn and take initiative
· A collaborative and inclusive approach to working with communities
· Ability to communicate respectfully with a wide range of people
· Strong organisational skills and attention to detail
· Flexible and responsive to changing priorities
· Commitment to equality, diversity, and inclusion

Desirable
· Experience using tools such as Canva 
· Experience of social media content creation or campaigns
· Understanding of monitoring & evaluation or data collection
· Understanding of community or voluntary sector work

Additional Information
This role may involve occasional evening or weekend work to attend community events. Travel across Midlothian may be required.

How to Apply
Please send us a covering letter and your CV. Make sure that you address how you meet the skills and experience noted above. Send this to Info@MCA.scot by Monday 29 June. Interviews are likely to be on Monday 6 July.
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