
 
10th January 2017 
 
Dear applicant,   
 
Permaculture CoLab: International Engagement & Communications Coordinator 
 
Thank you for your interest in this post. Please find enclosed some background information to help 
you decide whether to apply for the position.  
 
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 Permaculture Association 
● Job description and person specification 
● Application form 
● Equal opportunities monitoring form 
 
The successful candidate will need to be able to work with members of the team in the UK with 
good overlap of the hours of 09:00 to 17:00 UK time, and with the international team for evening 
meetings (21:00/22:00 UK time). This means applications from Europe, Africa, North and South 
America, and the Middle and near East are more likely to be practicable. 

 
If you would like to apply, please note that the closing date for receipt of applications at our 
office in Leeds is 5th February 2017, 12 midnight GMT. All applications must be received by 
email saved as either a .doc or .pdf file. 
 
Initial Skype interviews will be held on 13th February 2017. Please note if you are invited for 
interview you will need to have an internet connection that supports video and an active Skype 
account on this date. A final interview round for selected candidates will then take place on 20th 
February 2017 (if required). 
 
Candidates short-listed for Skype interviews will be informed by email on 8th February so 
please ensure that you provide us with an email address on which we can reach you on this date. 
We will not contact unsuccessful candidates. 
 
Please note we would like the successful applicant to start as soon as possible. 
 
If you wish to have an informal discussion about the post, please contact Naomi van der Velden at 
international@permaculture.org.uk. 
 
If you wish to apply for this position, please send your completed Application Form and Equal 
Opportunities Monitoring Form to office@permaculture.org.uk 
 
Yours sincerely, 
 
Andy Goldring 
Chief Executive 
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Background information for the post of International Engagement and 
Communications Coordinator 
 
About the Permaculture CoLab project 
Background: Permaculture contributes significantly to enabling people to live more sustainably           
and address global issues like food security, biodiversity and the impacts of climate change. It is                
practiced in over 70% of all countries with an estimated 3 million practitioners. This has been                
achieved with no formal organisational structure beyond international permaculture convergences          
(IPCs) and minimal funding. Since 2011, a strong desire within the movement to develop greater               
international coherence has been articulated at the IPCs. There is recognition that this would              
enhance permaculture’s impact and capacity. 
 
Work to date: In May 2014, the Permaculture Association, with the support of an anonymous               
funder and international colleagues, began the Next Big Step project to explore what a more               
coherent permaculture network might look like. After two years of consultations with over 250              
organisations and 600+ individuals we better understand the organisational and collaborative           
framework that is needed to support our self-organising and dynamic networks. We have looked at               
lots of options, listened to many people and thought deeply about how we can support the greatest                 
change for the least effort. We are now confident that we have identified the ‘next big step’, that will                   
enable existing organisations and networks to achieve more, and support the emergence of new              
collaborative initiatives and a more dynamic leadership process. 
 
The Permaculture CoLab aims to develop, implement, evaluate and then offer widely a             
collaborative, experimental framework to enhance coherence in permaculture around the world.           
This will be based around online tools, simple rules and protocols for how people work together,                
and the hosting of regular facilitated conversations and strategic discussions to enhance existing             
initiatives and support new ones to emerge. 
 
We are now looking for an Engagement and Communications Coordinator to support the             
International Coordinator in realising this project.  
 
 
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 over 1400 members. 

● Our quarterly print newsletter Permaculture Works gives updates on news, projects, and 
opportunities, and courses. 
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● We run a biennial convergence, a national diploma gathering, Annual General Meeting and 

other events. In September 2015 we hosted the 12th International Permaculture 
Convergence and Conference (IPC), which engaged 1200 people from 70 countries. 

● We support the development of permaculture education and training. 
● The LAND network of demonstration sites has engaged over 40,000 in the last 5 years. 
● We operate a popular set of websites, which have over 10,000 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, who are all members of the Association, that are 
elected at the AGM. 

● We currently employ 14 part-time staff, some of whom work remotely and some of whom 
work at our office in Leeds. 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. 

 
 
About this post 
 
The Engagement and Communications Coordinator will assist with delivery of the Permaculture 
CoLab project through high quality engagement and communications with participants around the 
world. The Permaculture CoLab will develop, implement, evaluate and then offer widely a 
collaborative, experimental framework using online tools and procedures with the aim of enhancing 
coherence in permaculture at local to global scales. 

This exciting post offers great scope to help develop new, innovative and wide-reaching solutions 
to improving communications and collaborations in permaculture and beyond. You must be 
prepared to understand and meet the challenges of working across a distributed, non-hierarchical 
network of people and organisations around the world, and enjoy the rewards of bringing them 
together to create effective solutions for local and global issues.  Responsibilities are outlined in 
the Job Description. 

We are a small, dedicated team characterised by people who are conscientious and well 
organised, able to be flexible, responsive and positive, and prepared to work hard.  We are looking 
for someone who fits in with this ethos  

 
Thank you for your interest.  
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Job description 
 
Job title: International Engagement and Communications Coordinator 
 
Salary: £22,000 pro-rata (£4,400 per annum).  
Please note, if the successful applicant is from outside of the UK, bank transfer, exchange 
rate and any other costs arising would need to be borne by the applicant. 
 
Hours: 7.4 hrs per week (20% fraction of 37 hour week) to be worked on a flexible basis. 
 
Duration: Until end September 2018 
 
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:  We are able to provide office space, so applicants can be based at the 
Leeds office. This post is also suitable for remote working (and can be outside of the UK). 
Remote workers must be able to provide their own office working space and good quality 
internet connection.  
 
Responsible to: The Chief Executive and Board of Trustees. Line managed by the 
International Coordinator. 
 
Working with:  

● International coordinator and other members of the team. 
● Permaculture CoLab members and the wider international permaculture network. 

 
Job Purpose:   

● To assist with delivery of the Permaculture CoLab project through high quality 
engagement and communications with participants. 

 
Duties 
Duties may be changed as the post progresses, and any changes will be discussed with 
the post-holder. Duties include: 
 

Engagement and wider participation 
● Seek to support participation in CoLab work, especially from under-represented 

areas with high permaculture activity (e.g. Asia, Africa) 
● Actively seek engagement of people in appropriate working teams 
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Communications 

● Regular communication with all/selected participants about project progress (e.g. 
through newsletter, blog) 

● External and public-facing communications (in liaison with website coordinator and 
team) 

 
Documentation  

● Ensure documents are collated effectively, and are accessible to relevant parties 
● Encourage contributions to key documents 
● Support people to use documentation tools (Google Docs, Slack, and others) 
● Check content of documents (edit, ask for further info) 
● Share documents appropriately at right times (including rewriting as articles for 

wider engagement) 
 
Organise meetings for the different working groups 

● Set dates and times (identify all timezones included), prepare agendas, contact all 
relevant people, follow up post meeting with achievements and actions, respond to 
emails and slacks about meetings.  

● Support teams in the development of workshops for IPC India in 2017. 
 
Website content  

● Liaise with CoLab team members to ensure new and existing web content is 
relevant and engaging 

● Update strategic organisations map (and database behind map), and encourage 
organisations to take responsibility for their content on the map 

● Respond to new user requests appropriately (e.g. allow, block, request further info) 
● Help to develop other content and website tools as needs emerge 

 
International queries 

● Respond to all web and email-based queries  
 

Other Responsibilities  
● 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 (if 
working from the Leeds office); 
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● Attend office meetings, quarterly planning meetings, and other meetings as required 

(can be online); 
● 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:  

● 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. 
● All staff are expected to abide by the Association’s policies and ethos at all times 

 
 
Person Specification 
Unless working from the Leeds office, applicants will need to have a good quality internet 
connection. 
 

 
 

Essential Desirable      

Qualifications  ● Permaculture 
Design Course 
Certificate 

● Diploma in Applied 
Permaculture 
Design 

Experience of ● Engaging others in online working 
and group activities 

● Managing group processes and 
curating documentation 

● Organising and facilitating online 
meetings 

● Using online 
group working 
tools like Loomio 
and Trello 
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● Providing network updates 

through a range of media (e.g. 
blogs, newsletter, facebook)  

● Working with a 
team of 
volunteers 

● Website content 
management 

● Working across many time 
zones and with people 
around the world 

Knowledge and 
skills 

● Clear written and spoken English 
● Confident using using online and 

asynchronous working methods 
and tools effectively, including 
Google docs, Slack and Skype 

● Confident using IT including 
teleconference, shared 
documents and spreadsheets, 
email 

● Expertise in Spanish, 
Portuguese or other major 
language(s)  

● Supporting others to learn 
 

Personal  
attributes 

● Honest and reliable 
● Self-motivated, able to take 

initiative and meet deadlines 
● Highly organised, with good time 

management skills and the ability 
to prioritise well 

● Good listener; able to mediate 
and problem-solve 

● Attention to detail in tasks 
● Willingness to try out and 

evaluate new approaches 
● Professional, friendly manner 
● Interest in permaculture and 

sustainability 

● Commitment to 
sustainable practice 

 
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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