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COLINTRAIVE AND GLENDARUEL DEVELOPMENT TRUST

Job Description

Project Admin & Communications Officer
Part Time (24 hours)

Fixed Contract Duration:  18 months
Salary:   £18,480 (pro rata)
Purpose

This post will support the Project Development Officer in developing, managing and delivering the programme of activities scheduled in CGDT’s Greener ColGlen Project.  This key role will be the first point of contact for the public, and the successful candidate will be an excellent communicator, self-motivated and demonstrate a ‘can do’ approach, with a commitment to sustainable environmental practices.  He/she will be involved in supporting volunteers to participate in wider community activities and events to promote recycling, energy efficiency and community food growing activities. Promoting and raising awareness of the project through multi-media disciplines. 
Essential Duties

Project Administration

· prepare standard and ad hoc reports for the Project Development Officer  and CGDT board 

· support Project Development Officer in the preparation of documents and follow-up on timelines and deliverables

· attend project meetings, prepare meeting minutes and action items

· act as the main point of contact for community members and volunteers

· coordination of procurement to achieve best value (tenders, contractual agreements) 
Payroll & Administration

· Process payroll and maintain payroll information as required

· Prepare and maintain payroll records and reports

· Document workflow, update the project plan, website and document work procedures

Communications and Marketing

· Project promotion through in house publications
· Assist the Project Development Officer in production of posters, newsletters etc. 
· Coordinate and facilitate Community members’ use of the website and blog area.
· Support the Project Development Officer to organise and coordinate community events 
Supervision

The postholder will work under the direct supervision of the Project Development Officer and the indirect supervision of a nominated member of the CGDT board.  

Qualities

Essential

· good organisational, administrative and reporting skills

· good communication and interpersonal skills

· Information and Technology proficiency

· Ability to set up and maintain appropriate financial and document management systems

· Good customer focus and track record in relationship building

· Able to perform general office administrative activities
· Experience of payroll administration and processing and HMRC policies

· Able to work effectively as a team member

· Ready access to a car for business use, and a clean driving license
Desirable

· Experience in project administration 
· Experience of sustainable development at a community level

· Experience in procurement 
· General accounting knowledge and experience

· Intermediate desktop publishing
· Experience of organising community events 
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Supported by Cruach Mhor Windfarm Trust

Registered Office  The Village Hall  Colintraive  Argyll  PA22 3AS

Registered in Scotland No. SC 350010

Registered as a Charity SC 040002


