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	COMMUNITY WOODLANDS ASSOCIATION

JOB DESCRIPTION

Enterprising Woods Highland Development Officer 
Part time post to December 2013 
Salary £30,000 pa. pro rata 

Location: Highlands, Home working



Introduction 
The Enterprising Woods Highland project will support community woodland groups to develop as social enterprises, focusing on 3 core themes: working with people with poor mental health (Health in Woods), seeking opportunities to add value and create new offerings through wood products (Wood Products & Skills) and establishing food production (Growing Woodlands).

The Development Officer’s remit will include developing business plans, identifying potential funding sources and income opportunities, facilitating training programmes and work between groups, and building networks with national agencies.  The post will involve working with up to 10 groups across the Highland LEADER region, and it is expected that the successful candidate will work from or close to a home base in the Highlands. S/he will be motivated, self-starting, organised, flexible, a good budget and business planner, and committed to sustainable development at the local level. 

Accountability 
The post-holder will report to the CWA Chief Executive Officer. 

Main Tasks 
Working with and coordinating the activity of community woodland groups and partners as part of the CWA staff team:

· Develop the business plans for the three themes and related activities
· Develop and implement action plans to take forward activities 
· Identify and develop opportunities for groups to work together to deliver services 

· Arranging suitable training and networking events for community groups 

· Preparing budgets and cash flow predictions for groups / business proposals 

· Funding applications for the groups/ business proposals

· Reporting to a Steering Group and CWA management 
· Funding claims for this project
· Any other duties required by this post as instructed by the CWA CEO 

Essential Experience, Skills and Attributes 
· Demonstrable experience of working with community groups with a land based remit 

· Demonstrable experience and knowledge of social enterprise 

· Experience in a management role 

· Demonstrable experience in project development and fundraising 

· Understanding of business planning, contracts and procurement 

· Excellent communication skills, verbal and written 

· Able to communicate effectively with senior managers, staff, CWA members and other decision makers, peers in other NGOs, local authorities and existing and potential funders 

· Excellent administration skills 

· Able to work with minimum supervision on own initiative 

· Able to work effectively as a team member 

· Demonstrable commitment to the ideals of grassroots sustainable development 

· Proficient PC user – word processing; spreadsheets, web/email 

· Hold a valid driving licence and have ready access to a car insured for business use
· Access to office facilities at home or close to home in association with a community woodland group 

Terms and Conditions 
· Fixed term post to end December 2013. 

· A minimum of 14 hours per week. The post holder will be required to work flexible hours, where necessary, to meet the demands of the post. Time off in lieu will be given. 

· Annual leave entitlement (includes public holidays): 33 days pro rata. 

· Salary £30,000 per annum pro rata paid monthly in arrears. 

· An employer’s pension contribution of 5% of salary will be made. 

On-line computing facilities will be provided if required. Petrol and public transport costs and other expenses incurred in the course of duties (to include consumables, postage etc.) will be reimbursed. 

The Community Woodlands Association has an equalities policy to ensure all members of staff employed by the Association and all applicants for employment will be given equal opportunity irrespective of sex, marital status, race, colour, nationality or ethnic origin, in all aspects of recruitment, employment, promotion and training. The Association is committed to giving full and fair consideration to people with disabilities applying for this post who possess the relevant skills and experience. 

Completed application forms and a covering letter should be sent to: 
Caroline Derbyshire at admin@communitywoods.org 

Closing Date for Applications: Friday 10th August 2012

Provisional Interview Date and Location: 17th August 2012, Inverness area
This project is being part-financed by the Scottish Government and the European Community Highland LEADER 2007-2013 Programme
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APPLICATION FORM

POST APPLIED FOR: Enterprising Woods Highlands Development Officer
CLOSING DATE:
Friday 10th August 2012
Please email completed form to: Caroline Derbyshire email admin@communitywoods.org 

PERSONAL DETAILS

	Name


	

	Address


	

	Postcode


	

	Telephone


	

	Mobile


	

	Email


	


CURRENT (OR MOST RECENT) EMPLOYMENT

	Employer’s Name


	

	Employer’s Address


	

	Your Position


	

	From / To


	

	Present / Final Salary


	

	Notice required


	

	What are/were your main duties, responsibilities and notable achievements?


	


EMPLOYMENT HISTORY

Please give your employment history starting with the most recent.  Please continue on a separate sheet or add additional boxes if you are completing the form electronically

	Employer Details
	Position Held and Main Duties

	
	

	
	

	
	

	
	


REFERENCES

Please give the name and contact details for two referees.  One should be your current or most recent employer.  Both should know you in a professional rather than a personal capacity.

	Name


	
	Name


	

	Address


	
	Address


	

	Postcode


	
	Postcode


	

	Telephone


	
	Telephone


	

	Mobile


	
	Mobile


	

	Email


	
	Email


	


EDUCATION & QUALIFICATIONS

Please give details of your relevant formal education and qualifications achieved.

	School/College
	Course/subjects studied
	Qualification gained

	
	
	


TRAINING & DEVELOPMENT

Please give details of any further professional training or development relevant to your application for this post.

	Dates From/To
	Training provider
	Course content
	Certification 
(if any)

	
	
	
	


You may be asked to show the original certificates as listed above if you are successful in your application.  Copies are not required at this stage.

FURTHER INFORMATION

Please use this space to tell us why you are interested in the post, and to outline the experiences, skills and qualities you have that match the personal specification for the post.  Please continue on the next page if necessary.  You must complete this section but are welcome to include a copy of your CV should you wish.

For our information please indicate where you saw the position advertised: ____________

DECLARATION & SIGNATURE

The information I have given on this form, and any attachments, is true and complete to the best of my knowledge and I agree that it can form part of the basis of my engagement. 

Signature:
_________________________________        Date:   ________________

Please email your application to admin@communitywoods.org in the first instance. (A hard copy of your application will need to be signed when/if you are invited to interview)
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