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[bookmark: _Hlk142581287]STRATHLEVEN FOUNDATION – Job Application Pack

Trustee Administrative Program Coordinator – part time (10 hours per week)
Closing date – 21st August 2026

Strathleven Foundation is a registered charity, established in 2023 by Strathleven Regeneration CIC (SRCIC) to inherit funds generated from the sale of SRCIC’s land assets in the Lomondgate area of Dumbarton. The Foundation re-invests the proceeds of land sales into the community through funding and grant programs.

The trustees are looking for an experienced Administrative Program Coordinator, preferably with a background in the voluntary/charity sector, who can manage existing grant giving in addition to providing full administrative and financial support to the trustees.

There may also be an opportunity to play a co-ordinating role with key stakeholders in upcoming regeneration opportunities in the area.  

This role will be home-based with occasional off-site meetings. Priority will be given to candidates who are enthusiastic and committed to making sure the Strathleven Foundation makes a difference to the people and communities within Dumbarton and the Vale of Leven.

For more information about Strathleven Foundation, please contact Cathrine Hope cathrine.hope@strathlevenfoundation.org.uk, or visit the Strathleven Foundation website

















Trustee Co-ordinator - Job Description
Overview
Strathleven Foundation is a grant giving charitable company registered in Scotland and recognised by Office of the Scottish Charity Regulator (OSCR). The Foundation has been established by Strathleven Regeneration CIC (SRCIC) to inherit funds generated by the sale of SRCIC’s land assets in the Lomondgate area of Dumbarton. These funds are distributed through the board of trustees to projects and activities in the local area which fulfil the charitable aims of the Foundation. 
The Trustee Co-ordinator will be responsible for:
· Promoting the availability of the Foundation’s funding for good causes through newsletters, pro-active communications, and the Foundation website 
· Liaising across partner organisations – accountant, bank, public sector, OSCR.
· Co-ordinating and progressing potential regeneration opportunities with key stakeholders
· Ensuring all appropriate legal, financial and governance requirements are brought to the attention of Trustees
· Providing regular feedback to the board of trustees
· Dealing with all enquiries
· Checking applicant eligibility and answering technical questions
· Processing applications for trustee consideration
· Supporting the chair of trustees and other members of the board as required
· Servicing board meetings including the preparation of all reports 
· Compiling reports of the board’s decisions and maintaining records of decisions
· Inputting and Collation of data on CRM system
· Processing the payment of awards when approved
· Handling rejection communications
· Offering back-up and monitoring of the awards as required by the board
· Ad-Hoc general administrative duties as required
Ideal applicant should:
· Understand the procedure of making awards to good causes 
· Have great attention to detail
· Be methodical and self-motivated
· Be able to work under pressure to tight time scales
· Have exceptional communication skills
· Be IT literate with experience in Microsoft packages such as Outlook, Word & Excel
· Demonstrate empathy with the objectives of the Foundation
· Be a self-starter
Job Type: Part-time hybrid working circa 10 hours a week
Salary: Circa £10,811 per annum (FTE £40,000). Holiday entitlement will be pro-rata from the full-time allowance of 28 days per annum
Location: Home based with occasional off-site meetings in Dumbarton and the Vale of Leven area.
Working Hours: 10 hours a week working flexibly under the supervision of a nominated member of the board
Those interested in this position should apply online or email the enclosed application form to Cathrine.hope@strathlevenfoundation.org.uk
Online application - https://www.surveymonkey.com/r/Strathlevenfoundationcoordinator
Find out more about Strathleven Foundation














Job Application - Strathleven Foundation Trustee Administrative Program Coordinator

If you have any communication support needs that make reading or completing an application form difficult or impossible, please get in touch with us at cathrine.hope@strathlevenfoundation.org.uk or call us on 07553 508018 to discuss alternative ways you can apply.

Personal Information

First name 

Last name 

Email 

Phone

Address (including postcode)










Summary of qualifications, skills and experience

Please tell us about yourself, including your qualifications and previous experience 
	









































Current and previous employment history

Who is your current or most recent employer?
Name of Employer

Address

Telephone number

Email address

Job title

Duties


Dates of employment	










Current and previous employment history (continued)

Please tell us about this job and other jobs you have done and the skills you used which are relevant to the co-ordinator role.
	







































Supporting statement

Please tell us anything else about yourself which you feel will contribute to your suitability and success in this role.
	






























Thank you for completing this application. If you have any questions, would prefer to complete the application in another format, or would like to provide supporting documentation, please contact Cathrine Hope who will get back to you as quickly as possible.
cathrine.hope@strathlevenfoundation.org.uk
The closing date for applications is 21st August 2026.
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