[bookmark: operations-community-assistant]Operations & Community Assistant
Organisation: Forth Valley Welcome
Location: Home based with regular travel across Stirling and Clackmannanshire
Hours: 21 hours per week
Salary: £26,000 per annum (pro rata £10,400)
Contract: Fixed-term, 8-month maternity cover
[bookmark: about-us]About Us
Forth Valley Welcome supports New Scots to rebuild their lives, settle into their communities and feel welcomed across Stirling and Clackmannanshire. We provide practical support, social opportunities and activities that help people build confidence, develop connections and thrive.
We are looking for a friendly, organised and practical Operations & Community Assistant to join our team.
[bookmark: about-the-role]About the Role
This is a varied and rewarding role at the heart of our organisation. You’ll coordinate and deliver donated household items, clothing and other essential goods to New Scots across Forth Valley, helping ensure people have what they need as they settle into their new homes.
You’ll also support the delivery of our community activities, including family outings, celebrations, social events and other programmes, helping to create welcoming and inclusive experiences for everyone involved.
No two days are the same. You’ll work closely with colleagues, volunteers and partner organisations while helping ensure the smooth day-to-day running of Forth Valley Welcome.
We operate a flexible working policy but some evening and weekend work will be required as well as some prescribed hours as per the needs of the team. 
[bookmark: main-responsibilities]Main Responsibilities
· Coordinate the collection, organisation and delivery of donated household items, clothing and other essential goods.
· Deliver donations safely and efficiently across the Stirling and Clackmannanshire.
· Maintain organised storage areas and accurate records of donations received and distributed.
· Support the planning and delivery of activities, outings, community events and celebrations.
· Help with setting up and clearing venues, transporting equipment and supporting participants during activities.
· Work collaboratively with staff, volunteers and partner organisations.
· Build positive relationships with New Scots, volunteers and community partners.
· Undertake general operational and administrative tasks to support the organisation.
· Ensure all work is carried out in accordance with organisational policies, including safeguarding, health and safety, equality and data protection.
· Carry out any other reasonable duties appropriate to the role.
[bookmark: about-you]About You
We’re looking for someone who is:
· Organised and able to manage a varied workload.
· Friendly, approachable and committed to providing excellent support.
· Able to work independently and as part of a small, supportive team.
· Flexible and willing to support occasional evening or weekend activities.
· Comfortable carrying out manual handling tasks associated with moving donations.
· Committed to equality, inclusion and treating everyone with dignity and respect.
[bookmark: essential-requirements]Essential Requirements
· Full, clean UK driving licence.
· Access to a car
· Confident driver with the ability to travel throughout Stirling and Clackmannanshire.
· Excellent organisational and communication skills.
· Good IT skills, including Microsoft Office and email.
· Ability to work respectfully and sensitively with people from a wide range of backgrounds and cultures.
· Ability to manage competing priorities and work using your own initiative.
· Right to work in the UK.
[bookmark: desirable]Desirable
· Experience working or volunteering within the voluntary or community sector.
· Experience in logistics, deliveries, stock coordination or community support.
· Experience supporting community events or activities.
· An understanding of the experiences and challenges faced by refugees and people seeking asylum.
· Basic knowledge of safeguarding and health and safety good practice.
[bookmark: why-join-us]Why Join Us?
This is an exciting opportunity to make a genuine difference to the lives of New Scots while working in a supportive, community-focused organisation where every day brings new opportunities to help people feel welcomed and included.
This is a fixed-term post for 8 months to provide maternity cover. The post is funded for the duration of the maternity cover and is expected to last for 8 months.
The successful candidate will be required to become a member of the Protecting Vulnerable Groups (PVG) Scheme for working with children. Appointment to this post will be subject to satisfactory PVG Scheme membership.
Forth Valley Welcome is committed to safeguarding and promoting the welfare of children and vulnerable adults. We expect all staff and volunteers to share this commitment.
Forth Valley Welcome values diversity and is committed to creating an inclusive workplace. We welcome applications from people of all backgrounds and lived experiences.
