	
	[image: image1.png]






COVID-19 Response Coordinator Job Description
Tiree Community Development Trust, Isle of Tiree

£15 per hour, 12 hours per week for 12 weeks (working from home with own computer).
Like many other communities around the world, Tiree has already been affected socially and economically by the effects of the COVID-19 lockdown. The Trust would like to employ someone to who will assess the local impacts on Tiree to allow The Trust to plan further community response.
Purpose of Post

· to gather information on the economic impact of COVID-19 on Tiree
· to liaise with local and national government to ensure a good understanding of the support measures that are on offer 
· to relay information about support measures to; 
· Businesses
· Individuals
· Community groups
· to distribute information on support measures widely throughout the community via;
· An Tirisdeach Updates

· Website articles

· Social media
· To make recommendations and proposals on potential local support measures.
· Any other tasks, which are in the spirit of supporting the community’s response to COVID-19, as agreed with the General Manager

The post holder will report to The Trust’s General Manager
Person Specification:
Essential

· Some experience of public funding and application forms
· Excellent verbal and written skills

· Experience of working with Microsoft Office, Word and Excel

· Excellent organisational, record keeping and administration skills

· Diplomacy

· Track record of self-motivation

· Ability to work independently and as part of a team
Desirable
· Project management experience

· Previous experience of working with a committee
· Good understanding of the voluntary sector
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