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Job Description
	Job Title
	Community Projects Officer

	Salary
	Based on £33,852 per annum, pro-rata

	Hours
	Open to discussion, between 0.6 – 1FTE (21-35 hrs / week)

	Contract
	Permanent (ongoing subject to continued fundability)

	Line Manager
	Head of Projects and Services



[bookmark: _GoBack]Context – the organisation
Tiree Community Development Trust (“Urras Thiriodh”) is a successful community-led charity with a strong track record of delivering community owned projects and acquiring community assets in the island of Tiree, the furthest out of the Inner Hebrides.
The Trust operates trading subsidiary companies and several internal workstreams and projects providing a broad range of community services and generating community funding, including:
· Owning and operating a 900kW wind turbine, generating a net energy surplus for Tiree with all proceeds going to fund the Trust’s activities, and to support grants to other community organisations.
· Acquiring and restoring two harbours on the island and retaining their operation to support local fishing industry and boat-based tourism.
· Having operated a community owned Tiree Broadband service to offer broadband to homes not otherwise served by conventional provision, until the full roll-out of fibre to every home.
· Building and running a community owned fuel station and four light commercial business units for lease, in Crossapol, alongside our community owned general store (also leased).
· Discover Tiree – the island’s tourist information service.
· The Ranger Service in Tiree – running projects to protect our natural resources and biodiversity, as well as operating a responsible Croft Camping Service.
· A full time Youth activities coordinator, providing a broad range of funded activities for young people covering sports, arts, music and culture.
· Development activity to retain the use of Gaelic in the community.
· Community advice and support services for areas such as home energy efficiency, access to benefits and support information and services, including a partnership with Citizens Advice Bureau and offering domestic EPC assessment.
· A Climate Adaptation project, working with community members to identify impacts to the island from climate change and develop locally led responses
· Supporting other community groups in Tiree to achieve their objectives and manage and maintain community assets.
The Trust operates guided by a Community Development Plan. This plan was produced from extensive community engagement effort with Tiree residents to identify the key priorities and challenges for sustainably maintaining and improving Tiree as a great place to live, work, and grow up. As a local community membership charity, we are always run according to the wishes and best interests of the permanent resident population that we exist to support. The organisation is led at a strategic governance level by a board made up primarily of elected local residents, and membership is open to permanent residents of the island.
Context of the role
This is an existing role which plays a key role in the planning and delivery of Trust projects. The nature of the project work will vary – there will be a strong focus on project start-up, development and delivery in addition to the ongoing management and review of existing and longer term Trust projects, e.g. identifying issues that may need to be addressed, carrying out updates to project models, responding to new developments and updating plans, and communicating with key decision makers.
This post forms part of the Projects and Services team to provide a clearly defined capacity to focus on project design and delivery as the Trust moves on to ambitious new challenges to retain or develop further community services and respond to challenges facing Tiree. These include:
· creating a step change in sustainable provision of housing for permanent residents
· renewable energy / carbon-reduction projects
· sustainable tourism
· economic development
· exploring other potential income-generating projects to support the future financial sustainability of the development Trust and our community services
Job description
The Community Projects Officer will (under the direction of the Head of Projects and Services) take a leading role in the design, coordination, and delivery of community projects.
The role will involve coordinating multi-stakeholder projects, ensuring alignment with Urras Thiriodh's long-term strategy, and driving sustainable development through a human rights-based approach. The Community Projects Officer will be responsible for embedding “PANEL principles” (Participation, Accountability, Non-discrimination and Equality, Empowerment, and Legality) in all relevant initiatives or otherwise ensuring inclusive and transparent decision-making processes that prioritise the needs of the community. This includes fostering engagement with individuals and groups furthest from the realisation of their human rights, such as those in fuel poverty.
The community projects officer will be a key contributor to Urras Thiriodh's continued focus on addressing community challenges, driving forward projects that reflect the immediate and future needs of Tiree.
Key interfaces
Head of Projects and Services - Provides direct line management and guidance. You will report to the Head of Projects and Services on delivery progress, contribute to project planning, problem-solving, and future development of Urras Thiriodh’s project portfolio.
Community Services Officer – This role also sits within the Projects and Services Team and plays a sister role alongside the CPO post, but with a focus on our commercial trading activity and services. You will often work in mutual support with them.
Services Assistant – Another member of the Projects and Services Team who carries out maintenance of Trust Group assets and plays a major role in delivering our Domestic Energy Assessment (EPC) services, Electrical Equipment Testing (PAT) service, etc.
Chief Executive Officer – Provides overall strategic direction. You may engage directly on high-level project updates, cross-subsidiary collaboration, and input into strategic planning, particularly where your projects align with wider Urras Thiriodh priorities.
Head of Community Engagement – Leads the Community Engagement team, which focusses on our ongoing charitable/community service provision, and also takes a lead on communications and marketing of Trust Group activity. Will liaise on community engagement work, review and updating of the Community Development Plan, etc. Their team includes the Youth Activities team, Ranger and Community Support Officer.
Finance & HR Officer - Work together to manage project budgets, process payments or funding claims, and ensure compliance with employment or procurement policies as projects grow or involve external consultants.
Trust Board, Subsidiary Boards, project Working Groups - Provide reports, recommendations, and updates to governance bodies. You may attend meetings, respond to queries, and seek approval for key decisions in line with governance structures.
Tiree Community – Central to your work. You engage directly with residents, volunteers, and local partners to co-develop, consult on, and deliver projects that meet community needs - with a particular focus on inclusion, sustainability, and human rights.

Key outcomes of the post
As a projects-focused role, priorities and responsibilities will evolve over time in response to organisational objectives (including those outlined in the Community Development Plan) and funding opportunities. There is an expectation for the CPO to work flexibly across a range of projects and services as required. 
You will lead on assigned project work areas, from development through to delivery that improves the sustainability, resilience, and wellbeing of the community – including (but not limited to) projects focused on renewable energy, housing, transport, childcare, and community infrastructure.
You will gather and analyse data to inform project development, measure impact, identify need, and support funding applications.
You will embed a human rights-based approach, applying PANEL principles to support inclusive engagement and transparent decision making. 
Ongoing project work currently includes: 
Working to facilitate measurable improvements to the energy efficiency of Tiree’s existing housing stock to reduce household carbon emissions, support lower fuel bills, and inform future retrofit planning and funding bids.
Developing plans to deliver community housing projects that will increase the availability of affordable housing for permanent residents in Tiree.
Exploring, evaluating, and implementing repowering options for our community wind turbine, including actively developing solar PV projects and battery storage.
Key tasks
Role-specific tasks:
· Follow the Community Development Plan and the strategic direction set by the Trust Board to deliver agreed community projects.
· Check feasibility, initiate projects, identify potential funding sources, develop budgets, and determine resource requirements.
· Secure project funding with support from the Head of Projects and Services and Chief Exec.
· Develop project plans including defined deliverables, goals and objectives, risk assessments, schedules, and timescales.
· Implement, monitor and adapt project delivery through its full lifecycle, including:
· Progress tracking and reporting to the CEO and relevant Boards or project working groups.
· Managing change control processes to ensure the best possible project outcomes.
· Conducting post-project reviews and completing all required funder reporting.
· Maintain and update project governance documentation, including risk registers, logs, and compliance records.
· Facilitate and motivate project teams (including staff, Directors, volunteers, contractors, and funders), ensuring good governance and clear communication.
· Carry out or support community consultation and engagement where required.

Community Engagement & Human Rights-Based Practice

Embed the PANEL principles (Participation, Accountability, Non-discrimination and Equality, Empowerment, and Legality) into relevant project work.
Proactively design and implement inclusive engagement strategies to ensure meaningful involvement of individuals and groups furthest from the realisation of their human rights.
Support the development and delivery of communication materials (e.g. newsletters, social media updates, reports, public meetings) to promote transparency, accountability, and community awareness.

Partnerships, Representation, and Advocacy

Represent the Trust in external stakeholder groups, sector networks, and policy forums relevant to your areas of work.
Build and maintain constructive relationships with key external partners, including funders, local authorities, regulators, and other community organisations.
Advocate for the interests of Tiree’s community in external consultations or negotiations where appropriate.

Organisational and Cross-Team Support
Attend meetings to provide updates to the Trust and subsidiary Boards and the wider community.
Contribute to organisational learning by sharing insights and documenting lessons learned from projects.
Participate in staff duty rotas as required to support the running of Trust-operated services (e.g. the community fuel station).
Carry out any other duties that may arise from time to time, relevant to your role or in support of the wider Trust staff and volunteer team.
General team tasks:
We are a small team in a diverse community development setting and there is a general expectation for all of our roles that, from time to time, we support each other in areas that might not form a main part of all job descriptions (e.g. for organisational events, responding to support requests for services we operate, etc). The Trust Office incorporates a Visitors Centre, and we regularly have drop-in visitors, or incoming telephone calls. We also provide call-out response to the community filling station and are occasionally asked to assist customers in using it. Staff are expected, when needed (and subject to appropriate training, etc), to “pitch-in”, referring to others for support as necessary.
Common tasks for all Trust staff when in the office and/or on duty:
· Welcome visitors
· Answer phone
· Deal with deliveries
· Respond to support calls for the community filling station (training provided)
Beyond this, it is the nature of a small community that you may be asked about Trust work when out of the office, and should handle such enquiries in an appropriate way, while managing your own work-life balance – referring enquiries to appropriate channels where this is more suitable.

Other Requirements:
Travel: The role may involve occasional travel to on-site locations in Tiree or for meetings either on-island, or elsewhere as required. Either a valid driving licence (and use of a vehicle) or the ability and willingness to make other suitable arrangements for travel on occasion may be required (allowing for any reasonable adjustments / support needs being met).
Non-Standard Hours: The role will require occasional attendance at evening and (rarely) weekend meetings to accommodate volunteer board and working group members (time off in lieu (TOIL) will be given).
Conditions of work, and in-work benefits 
The post will be island based in the Trust Office in Tiree. Due to the community focussed nature of the role, we cannot consider a home/remote working arrangement where a candidate would not be based on-island in Tiree.
Requests to consider flexibility of hours / job-shares will be considered on a case-by-case basis and will be dependent on the role and a viable arrangement being possible that meets organisational needs. If you have questions regarding this, please contact us as early as possible prior to the application deadline.
As with all Trust roles, an initial probationary period applies, and confirmation in post is subject to satisfactory completion as per our Induction and Probation Policy.
The standard (full time) paid annual leave entitlement is 28 days (inclusive of public/bank holidays) per calendar year. After one full year of service, annual leave entitlement increases as follows: 1 day for every complete year of service up to a maximum of 5 extra days after 5 years’ service.
Urras Thiriodh operates a workplace pension scheme, for which a 5% employer contribution is offered in addition to the post salary, with a 5% employee contribution required. Employees may choose to opt-out of this scheme. 
We offer a flexible approach to remote/home working on an ongoing basis where arrangements are agreed in writing in advance with the Line Manager. All staff must be “on-site” when required. As a general guideline, there is a base expectation that office-based staff are actually in the office for at least half of their working hours on average where possible and unless otherwise agreed. Staff are also required to engage with established internal communications and information sharing platforms, e.g. SharePoint, Outlook email and calendars, and Teams chat channels. Training can be provided as needed.
As an employer we will be very glad to discuss any accessibility adjustment requirements and associated in-work support that may be needed to ensure a positive and inclusive workplace. 
We seek to operate to an excellent standard of Fair Working Practices, with a strong culture of internal staff consultation and feedback. A statement to this effect can be found on our website, and copies of our policies can be provided upon request.


Person Specification: Job Title
The following are the expected essential and desired elements for candidates for this role. While we would generally expect to see all essential elements in a suitable applicant, applicants are welcome to put forward a case for other cross-applicable experience and/or how they would address any small omissions swiftly, if recruited. 
Applicants are not expected to be able to demonstrate all “desired” elements and should not be put off applying by these. In your application you should simply respond to them as best you can – these items would inform a development plan.
In an application for the post and in the interview process we will be looking for you to provide examples that demonstrate how you meet these elements. This will inform scoring of applications. Please help us to best assess your application by responding directly to the points below, in the order in which they appear, with reference to any experience which demonstrates the desired element. A useful technique to employ in your application is known as the “STAR” method.
Experience for the Role:
Essential
1. Coordinating project delivery in line with external (e.g. funder) requirements, including reporting and budget monitoring
2. Designing and carrying out meaningful monitoring and evaluation, including feedback mechanisms
3. Experience of working independently and taking ownership of project areas within a wider team

Desirable
4. Working within the public and/or third sector where outcomes are tied to grant funding or restricted income
5. Planning and delivering community events, workshops, or consultation sessions
6. Experience working with Boards or governance structures, including preparing papers and responding to strategic guidance
Skills and Abilities:
Essential
7. Strong team-working skills and the ability to collaborate both in person and remotely as part of a small team, as well as with larger organisations/contractors
8. Excellent organisational skills, with the ability to prioritise and respond to emerging needs while meeting deadlines
9. Effective communication skills with a range of audiences - including funders, governance groups, partners, and the public
10. A creative and enthusiastic approach to problem-solving, with a solutions focus and constructive response to changing circumstances
11. Intermediate IT skills including MS Office 365 and confidence using digital tools for communication and reporting (e.g. Wordpress, Facebook, other social media) or the ability to pick up basic use of those tools

Desirable
12. Experience of partnership development, stakeholder relationship building, and/or advocacy or lobbying
13. Facilitation skills for group discussions, consultations or working groups
14. Gaelic language skills or a willingness to learn basic Gaelic for use in community-facing work would be a valued advantage
Knowledge and understanding:
Essential
15. Understanding of budgeting and financial responsibility in the context of project management
16. Awareness of the unique opportunities and challenges of working in a small island community, including seasonal variation and access to services
17. Understanding of the principles of equality, human rights, and inclusion in community work

Desirable
18. Existing knowledge directly relevant to project delivery areas in our Community Development Plan
Other Requirements:
Travel: The role may involve occasional travel to on-site locations in Tiree or for meetings either on-island, or elsewhere as required. Either a valid driving licence (and use of a vehicle) or the ability and willingness to make other suitable arrangements for travel on occasion may be required (allowing for any reasonable adjustments / support needs being met).
Non-Standard Hours: The role will require occasional attendance at evening and (rarely) weekend meetings to accommodate volunteer board and working group members (time off in lieu (TOIL) will be given).

Conditions of work, and in-work benefits 
The post will be island based in the Trust Office in Tiree.
Requests to consider flexibility of hours / job-shares will be considered on a case-by-case basis and will be dependent on the role and a viable arrangement being possible that meets organisational needs. If you have questions regarding this please contact us as early as possible prior to the application deadline.
As with all Trust roles, an initial probationary period applies, and confirmation in post is subject to satisfactory completion as per our Induction and Probation Policy.
The standard (full time) paid annual leave entitlement is 28 days (inclusive of public/bank holidays) per calendar year. After one full year of service, annual leave entitlement increases as follows: 1 day for every complete year of service up to a maximum of 5 extra days after 5 years’ service.
Urras Thiriodh operates a workplace pension scheme, for which a 5% employer contribution is offered in addition to the post salary, with a 5% employee contribution required. Employees may choose to opt-out of this scheme. 
We offer a flexible approach to remote/home working on an ongoing basis where arrangements are agreed in writing in advance with the Line Manager. All staff must be “on-site” when required. As a general guideline, there is a base expectation that office-based staff are actually in the office for at least half of their working hours on average where possible and unless otherwise agreed. Staff are also required to engage with established internal communications and information sharing platforms, e.g. SharePoint, Outlook email and calendars, and Teams chat channels. Training can be provided as needed.
As an employer we will be very glad to discuss any accessibility adjustment requirements and associated in-work support that may be needed to ensure a positive and inclusive workplace. 
We seek to operate to an excellent standard of Fair Working Practices, with a strong culture of internal staff consultation and feedback. A statement to this effect can be found on our website, and copies of our policies can be provided upon request.
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