
 

JOB TITLE:  ASSISTANT COMMUNITY DEVELOPMENT OFFICER 

The role is based in Glen Urquhart & Strathglass and the applicant will be employed by 

Soirbheas, reporting to the Community Development Manager. The role of the Community 

Development Officer will be to implement the objectives and plans set by the Soirbheas 

Board.   

Soirbheas is a community company and registered charity. Currently Soirbheas derives 

funding from a stake in a locally owned windfarm as well as community benefit from other 

renewable energy projects.  The primary purpose of Soirbheas is to utilise this income by 

investing it back into community projects and grant awards that meet the criteria set by 

the Board and the Charity’s funders.   

Key Roles and Responsibility  

1. Engaging with community groups that are seeking funding from Soirbheas and 

assisting them with applications for funding, both to Soirbheas and to other funding 

sources.  

2. Assist with the management and promotion of four grant programmes. 

3. Identifying and evaluating suitable projects for Soirbheas to fund (or for Soirbheas 

to undertake directly). 

4. Searching out sources of funding and making funding applications. 

5. Reports on the progress of each Soirbheas project and each community project for 

which funding has been approved or is being provided by Soirbheas. To include on 

a project by project basis, details of the funds allocated, funds paid out to date, 

funds expended by the project so far (with invoices for audit trail) and the outcomes 

achieved.  

6. Monitoring and over-seeing projects that have received Soirbheas funding to 

ensure that money has been used for the purposes specified, that invoices and 

receipts are provided for funding related expenditure and to ensure the agreed 

outcomes are achieved.  

7. Working directly with community groups to provide assistance with their projects. 

8. Instigating and over-seeing projects and activities being run directly by Soirbheas. 

9. Administration and record keeping. Including: Maintaining a members’ database; 

assist with the preparation of board papers for monthly meetings; production of a 

quarterly newsletter; and keeping the Soirbheas website up-to-date.   

10. Attendance at board meetings and minute taking. 

Essential Skills and Ability 

1. Education to degree level or equivalent preferred, plus high standard of Maths and 

English, good written and verbal communication skills, including report writing.  

2. Practical experience of community development in a rural context. 

3. Good IT skills, including working with all Microsoft Office programmes (Excel, 

Word, Outlook, Access), Survey Monkey and Mailchimp.  

4. Good communication, negotiation and people skills. 

5. Positive attitude, enthusiasm and ‘drive’. 



6. Self-motivating and organised with the ability to work under own initiative and as 

part of a team. 

7. Patience, persistence and determination to see things through to a conclusion. 

8. The ability to work alone for extended periods. 

9. Experienced in organising community events, meetings and workshops.  

10. Availability to work evenings and occassional weekends (to form part of the 

contracted hours). 

11. Own transport and willingness to travel within Scotland when necessary. 

12. Ability to work from home is essential.  

Desirable Skill and Ability  

1. Experienced in administering a grant fund and or assessing grant applications.  

2. Booking keeping and budget management skills. 

3. Experience of partnership working and community consultation. 

4. Practical experience in securing funding from a wide range of sources. 

5. Experience in newsletter writing, WordPress and social media posting. 

 


