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Solar Project 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).
The Trust, Cùram Thiriodh and Tiree Community Council have set up a steering group with other interested parties to investigate a food bank for Tiree. The COVID-19 Pandemic has meant that the group would like to accelerate plans to be able to support people in need on Tiree as soon as possible. 
Purpose of Post

· to coordinate the set-up of a food bank on Tiree
· to provide administrative support to the steering group during the set-up process, including;
· Writing policies and procedures

· Liaising with other similar organisations for advice

· Investigate all statutory requirements
· to coordinate the set-up of An Talla as a temporary base
· to Liaise with local shops regarding food donations and ‘best before products’
· to advertise the service in accordance with the steering group’s wishes

· Any other tasks, which are in the spirit of supporting the establishment of a food bank on Tiree, as agreed with the steering group.

Although the employer will be Tiree Community Development Trust, the post holder will report directly to the steering group via a named contact (to be confirmed).

Person Specification:
Essential

· Elementary Food Hygiene Certificate
· 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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