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	POST OF PROJECT ASSISTANT

(HIGHLAND PERTHSHIRE)

Job Description and Information for Applicants


 


THE ORGANISATION

Mission:  

Securing a future for Scotland’s native woodlands



Vision: 

Healthy, thriving native woodlands valued by all for their unique contribution to Scotland's culture, economy and natural environment.

Priorities

· To restore and expand Scotland's native woodlands



· To encourage vibrant and sustainable links between woods and people

Background:

Scottish Native Woods exists to rescue, restore and expand Scotland’s native (natural) woodlands.  Long ago Scotland’s land area was virtually all forested however over the centuries all but 2% of this rich habitat has been destroyed by alternative land uses and much of the remainder is suffering from over grazing or neglect.  We work to bring these remaining native woods back into responsible management and to enlarge these areas through natural regeneration thereby expanding the overall amount of woodland. The benefits of native woodlands are inestimable to the nation as a whole, but particularly to native flora and fauna, including threatened species such as juniper, pearl-bordered fritillary butterfly, red squirrel and black grouse. Scotland is the stronghold of the UK’s most natural and extensive native woodland remnants many of which are of international significance.  Also, native woodland restoration has a crucial role to play in sustainable development with the many benefits this represents to society. Scottish Native Woods is raising awareness and changing attitudes in order to protect our heritage.

POST OF PROJECT ASSISTANT, HIGHLAND PERTHSHIRE

JOB PURPOSE

You will assist the Area Manager to achieve the aims and targets of Scottish Native Woods. The work has a focus on providing woodland management advisory services and support. The benefits of native woodland management are illustrated through promotion and publicity and Scottish Native Woods plays a key role in the achievement of government targets for native woodland habitat action plans (HAPS) and native woodland planting.
KEY RESPONSIBILITIES

· Training will be given to help provide support services for native woodland projects including (as required) baseline surveys, assessment for management, Rural Priority schemes and other grant schemes, and ongoing monitoring.

· To assist with the marketing of Scottish Native Woods and the benefits of native woodland restoration through design of leaflets and web pages, facebook and twitter messages, updating blogs, e-newsletters etc
· To assist with the administration of the project, including input into databases, GIS mapping systems, report writing and other office tasks.

· Produce progress reports on achievements against targets.

· Liaise with other SNW staff as appropriate.

CONTRACT DURATION

The post is funded by Scottish Government CJS for a maximum of six months, however it is anticipated that, subject to satisfactory performance, a permanent contract may be available.

LINE MANAGEMENT

The Project Assistant will report to the Highland Perthshire Area Manager 

Qualifications, experience, skills AND PERSONAL ATTRIBUTES
	Selection criterion
	Essential
	Desirable

	Qualifications
	Qualification in rural or related studies. Or qualification in marketing.

	Degree level in ecology, environment, rural or marketing studies.

	Experience 
	Some experience or knowledge of woodland conservation or land management and/or PR and promotion.
	Practical woodland management experience.
Experience of marketing another organisation.

	Skills/Knowledge
	Well developed IT skills; familiarity with a range of programmes (Microsoft Office) and with the use of email, internet social media.

	Strong interest in and knowledge of rural development and the environment.

Familiarity with social media in a business context. 

	Health
	
	Good degree of physical mobility.

	Social Skills and Abilities
	Good written and verbal communication skills. 

Ability to meet deadlines.

Demonstrable commitment and enthusiasm.
	Imagination, innovation and originality.


Summary of Terms and Conditions

Location:
You will be based at 1 Crieff Road, Aberfeldy PH15 2BJ although field work and travel elsewhere will be required.

Wages: 

£6.50/hr paid monthly in arrears.

Employment period:  
The appointment will be for 26 weeks. 

Probationary period:
A probationary period of 4 weeks will apply.

Training:
Two weeks induction training will be provided.  On the job training may include baseline surveying, GIS Mapping, GPS use.

Travel and Subsistence:
Travel to work sites will be arranged via private or public transport.  Out of pocket expenses in connection with duties will be reimbursed.

Hours: 
A minimum of 25 hours per week. Additional hours and weekend and evening work may also be required on occasion.

Holidays:  
15 days during the 26 weeks inclusive of public holidays, which can be taken in lieu. 

Full details of terms and conditions of employment will be provided as part of the Contract of Employment offered to the successful candidate. These include reference to Equal Opportunities employment, Sick Pay arrangements, Appraisal Procedures, Maternity/Paternity leave allowances etc.

Equal Opportunities

SNW is committed to equality of opportunity and welcomes applications from all age groups and sections of the Community.

HOW TO APPLY

Written applications are invited
Applications should include the original and 1 copy of the following:

· A covering letter in your own handwriting including why you think you have the necessary skills, experience and attributes required for this post

· A full, up-to-date CV, including your telephone and email contact details if available

· The names and contact details, including email if available, of at least 2 referees regarding your study, work experience and character 

· Completed Equal Opportunities Monitoring Form (no extra copy required).

Interview and appointment TIMETABLE

Please note that only short-listed applicants will be informed about the outcome of their application.
 

· Interviews will be held in Aberfeldy.

· Ideally, the post will commence as soon as possible
· Applicants should therefore state when they may be available to start work

· Reasonable travel expenses to interview, based on public transport rates, will be met.

SCOTTISH NATIVE WOODS

EQUAL OPPORTUNITIES MONITORING FORM

Scottish Native Woods is committed to a policy of equal opportunities for its staff and applicants. In order to monitor the operation of this policy it is necessary to collect information on certain key characteristics of these groups. The data collected forms an anonymous, confidential statistical record used solely for the purpose of assessing the effectiveness of the policy. The information provided on this form is not made available to any selector. You will greatly assist us by completing this form.

	1. Sex



	I am female


	(
	I am male


	(

	2. Ethnic Group

	I am 
	White
	(
	Pakistani
	(

	
	Black-African
	(
	Bangladeshi
	(

	
	Black-Caribbean
	(
	Chinese
	(

	
	Black-Other
	(
	Other
	(

	
	Indian
	(
	Don’t know/prefer not to say
	(

	3. Disability
I have a long-term health problem or disability which affects the kind of work I can do

	I have a long-term health problem or disability which may affect the kind of work I can do.

	Yes
	(
	No
	(

	4. Age

	My date of birth is
	Day:
	Month:
	Year:


