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Dear applicant, 

Job title: ScotLAND Project Outreach Worker (part time post)

Thank you for your interest in this post. Please find enclosed some background information to help you decide whether to apply, along with an application form.


Applicants will be assessed on their ability to meet the criteria listed in the Person Specification. Please do not send a CV. Use the application form to show how you meet the criteria.


Enclosures:

· Background information on the project and the Association

· Job description and person specification

· Application form

· Equal opportunities monitoring form


If you want to apply, please note that the closing date for receipt of applications at our office in Leeds is Wednesday 1st June, 12 noon. All applications must be received by email saved as either a .doc or .pdf file.

Initial telephone interviews will be held on Friday 17th June 2016. You will be sent details of how to join the conference call before the interview. A final in-person interview round for selected candidates will then take place on Tuesday 21st June 2016 (likely to be held in Dumfries).

Candidates short-listed for telephone interviews will be informed by phone on 10th June 2016 so please ensure that you provide us with a phone number on which we can reach you on this date. We will not contact unsuccessful candidates.


If you wish to have an informal discussion about the post, please contact me on 0113 2307461.


Yours faithfully


Andy Goldring

Chief Executive


On behalf of the ScotLAND Co-ordinating Group
Background information for the post of ScotLAND Project Outreach Worker
The post is funded from a generous donation made by the Robertson Trust, Awards for All, and Bags of Help. It will enable us to deliver the project “ScotLAND Phase 2: Engaging hard to reach communities”. You can find out about the ScotLAND project here: https://scotland.permaculture.org.uk/node/1905

About the Permaculture Association
The Permaculture Association is an education and research charity that supports individuals and groups to learn about and use permaculture. Permaculture is an ecological design approach to creating sustainable settlements and systems. We offer a wide range of activities and services that support individuals and groups:

· The national office, which is based in Leeds, provides expert advice, networking contacts, information and support, via phone and email. Over 5000 enquiries are handled each year.

· The membership scheme works to inform, support and network between permaculture practitioners and groups in Britain. There are currently around 1400 members.

· Our quarterly newsletter gives updates on courses, projects, news and opportunities.

· We run a biennial convergence, a national diploma gathering, AGM and other events. In 2015 we hosted the 12th International Permaculture Conference -  1200 people from 70 countries.

· We support the development of permaculture education and training.

· The LAND network of demonstration sites in Scotland and England has engaged over 40,000 in the last 5 years.

· We operate a popular permaculture website, which has over 10000 visitors each month.

· We run the Diploma in Applied Permaculture Design.

· We work closely with a wide range of organisations and networks.
How we are structured 
· We are managed by a Board of Trustees elected at the AGM.

· We employ eleven part-time staff. Five work remotely and six work at our Leeds office. We are supported by regular volunteers from the Leeds area and a large number of supporters across the UK who help in a multitude of ways.

· The Chief Executive takes on day-to-day responsibility for the running of the charity.

· In addition, we have a number of working groups that focus on specific aspects of work such as the Scottish Working Group and the ScotLAND project.
We are a small team and we really want someone who is conscientious and well organised, able to be flexible, responsive and positive, and prepared to work hard.


Thank you for your interest.
Job description
Job title: ScotLAND Project Outreach Worker (part time post)

Salary: £22,000 pro rata (approx. £4162 gross per annum), plus 2% employer pension contribution from February 2016
Hours: Paid for 7 hours a week, but usually to work 5.5, saving additional hours to use flexibly at events and meeting.
Duration of contract: July 2016 – June 2017 (with possibility to renew for additional two years, if further match-funding is successful, until up to April 2019)
Holiday entitlement: 32 days including Bank Holidays pro rata.

Sickness provision: according to statutory requirements.

Job sharing: this post is not suitable for job sharing.
Place of work: The Outreach Worker will be responsible for organising their own place of work in Scotland, most likely at home. Two meetings per year will be held at the Permaculture Association (PA) office in Leeds. 
Responsible to: Permaculture Scotland Working Group (PSWG) and the Chief Executive 
Working with:
· The ScotLAND Co-ordinating Group, Chief Executive, finance coordinator, communications coordinator and other members of the team.
· Permaculture Association members in Scotland and the wider Scottish permaculture network.
Job Purpose: To provide outreach support for the project “ ScotLAND Phase 2: Engaging hard to reach communities” by:
Reaching out and supporting permaculture initiatives
· Update and develop systems for ScotLAND applications;
· Support the network of new and existing ScotLAND Centres and Learners;
· Ensure regular contact with all ScotLAND Centres and Learners;
· Coordinate and/or support skill-sharing events;

· Identify and liaise with hard-to-reach and disadvantaged groups;

· Coordinate the group visit scheme;

· Initiate & oversee evaluation of: the support provided to projects;  the Group Visit Scheme; and the project overall, through designing and diseminating feedback to meet the needs of funders and of PSWG/PA.
Tutor Support 
· Oversee and support the ScotLAND Tutors and apprentices;

· Collate visit reports from tutors, send to LAND Advisory Group, and communicate results to tutors and applicants.
Promotion and Publicity
· Promote ScotLAND at various events/courses (holding stalls/public speaking etc)

· Publicise ScotLAND through websites, social media, newsletters etc

Administration
· Manage the project budget;

· Report to funders as required;

· Write regular updates for the Association website, newsletter, & social media;

· Liaise with the Association's website coordinator, office manager and other staff as necessary;

· Travel to attend meetings at the Association office;

· Write and send quarterly reports, including accounts, to the PSWG & Board of Trustees;
· Monitor the project, by keeping accurate clear records of applications, tutorials, groups visits, attendees at events, visits to the website and social media, visitors to ScotLAND Centres and other items as required by funders/PSWG/PA. 

· Evaluate the project's success through surveys and analysis of results. 
· Miscellaneous tasks relevant to the progression and development of ScotLAND
Other Responsibilities (standard for all staff)

· Assist the Chief Executive to produce annual reviews, reports for funders and other materials as appropriate;

· Identify opportunities for resourcing this role and continuation projects in the future;

· Carry out keyholder, alarm and security responsibilities for the office and be responsible for the security of assets, stock, cash box, etc., particularly at events;

· Attend office meetings, quarterly planning meetings and other meetings as required;

· Prepare for and attend management and supervision sessions with the Chief Executive;

· Assist with general duties and represent the Association at events as and when appropriate;

· Undertake other duties as agreed with the Chief Executive.
General duties: (standard for all staff)

· All staff are expected to work within and to promote the aims and objectives of the Association, and present a positive image of the Association to members and the public.

· All staff are expected to work within the Equal Opportunities framework, and to promote good practice through their work.

· Team working and a flexible approach are essential.

· The job will involve some travel and unsocial hours. Overnight stays will be required for events.

· Training may be provided to enable the post-holder to better deliver the key tasks and to aid personal development.

· All staff are expected to take responsibility for their own safety, and to ensure that colleagues and visitors are not exposed to danger.
Personal Specification: Shown below are the requirements which we believe are necessary to fulfil the role of Outreach Worker. ‘Essential factors’ are those requirements which the candidate must possess. ‘Desirable’ factors denote skills/qualities which would be a further asset.
	Requirements
	Essential/ Desirable

	Qualifications or Knowledge

	Completed a full Permaculture Design Course
	Essential 

	Working towards (or completed) the Permaculture Association's “Diploma in Applied Permaculture Design”.
	Desirable

	Have contact with, or knowledge of, local permaculture projects and practitioners in the region
	Desirable

	Personal Skills and Attributes

	Good interpersonal skills
	Essential

	Good communication skills including spoken and written skills, and the ability to communicate effectively with people from differing cultures and backgrounds.
	Essential

	Strong commitment to the aims and objectives of the Permaculture Association and by extension Permaculture Scotland and ScotLAND. 
	Essential

	Numeric skills – good understanding of budgeting and use of spreadsheets to monitor project progress 
	Essential

	Public speaking – ability to communicate clearly about the project in front of an audience 
	Desirable

	Good I.T skills including using the Internet, Email, social media, spreadsheets, databases, and documents. 
	Essential


Please note that the job will be subject to an initial trial period based on a review at 3 and 6 months.
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