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This pack contains the following information: 
• Job details

• The application process

• Contact details
• Information about Transition University of St Andrews and our work

• Job description

• Person Specification

	Salary
	Grade 3, Salary point 11: £18412 Pro rata. 

	Contract length
	Fixed from Start date  to 31st March 2018

	Location of job
	TRANSITION UStA   office at 7 Woodburn Place, St Andrews

	Hours
	Flexible – initially 7.5 hours per week (20% FTE) pro rata. Occasional flexible working in evenings and weekends covered under University Toil system. Times of work can be discussed with candidate

	Probation period
	1 month

	Based
	St Andrews University Estates, Woodburn Terrace

	Reports to
	Transition UStA Co-ordinator


	Job Details

	Job Title
	Community Share worker


	Application Process

	Please apply by submitting a maximum 2 page C.V. and 1 page covering letter clearly indicating how your skills, aptitudes and experience fit the person specification for the job role. An equal opportunities monitoring form is also included in this pack and this will be passed on to the University Diversity officer in confidence

	Application deadline 
	Deadline 12pm (Midday) Monday 24th July

	Interview date
	Interviews Thursday 27th July PM

	Anticipated start date
	Week beginning 21st August or as soon as possible

	Interview venue
	Transition UStA Office, 7 Woodburn Place, St Andrews

	Interview format
	Short exercise and 20 minutes formal questions


	Contact Details

	Please return applications to:
	Alistair Macleod: Transition University of St Andrews, 7 Woodburn Terrace, St Andrews, Fife. KY16 8LA

	
	Or e-mail: am296@st-andrews.ac.uk

	For any informal chat about the posts, please contact Alistair Macleod
	Phone:  01382 464000 or 07811004514

	
	Email : am296@st-andrews.ac.uk



	ABOUT TRANSITION UNIVERSITY OF ST ANDREWS

	Transit
Transition University of St Andrews (Transition UStA) has employed a team of enthusiastic and knowledgeable staff to help deliver a programme of 'low carbon’ living projects across the University and wider St Andrews Community. This programme is supported by a combination of funders including the Scottish Government’s Climate Challenge Fund, Zero Waste and St Andrews University. Our main aim is to encourage the students, staff and local residents to change their behaviour and reduce their carbon footprint, reduce waste and switch to smarter travel options. 

Transition UStA  is part of the UK-based Transition Towns initiative, which has been expanding worldwide over the last 7 years. It was launched in 2009 by a group of students and has since gained momentum, with both academic and non-academic staff becoming involved. Following a successful bid to the Scottish Governments Climate Challenge Fund in 2011, the group has since grown to be managed by a steering group of around 20 active members, provides 1000’s of hours of volunteer opportunities and employing 5 full and part time staff to run its funded project. 

We have a focus on implementing practical projects that aims to help individuals and their local communities minimise their impact on the planet whilst becoming more self-sustaining and strengthening community ties.

For an overview of our current work please visit our website at   http://www.transitionsta.org/



	 JOB PURPOSE
	

	This post will manage, promote and facilitate a tool and bike loan scheme for the residents, and students and staff at the University of St Andrews. The worker will look to develop tool library that will be based at the St Andrews Botanic Garden where members can gain access to a range of garden, DIY, kitchen and other tools. They will use an existing online system that will monitor bookings, membership details and tool/bike condition as well as undertake basic tool maintenance and refurbishment. An important element of the scheme will be encouraging volunteers to assist in the delivery of the programme. They will look to provide encouragement for the volunteers in the form of rewards, incentives as well as provide them with the recognition as they deserve. 
The worker will also be required to work as part of a flexible and supportive team to help fulfil the overall objective of Transition UStA.


	MAIN DUTIES


	

	· Establish a tool share library that features  range of tools suitable for DIY, gardening and repair
· Manage the membership of the library and the loan of tools to members through a web based system ( training will be provided)
· Recruiting participants in the scheme through attending events, running promotions and distributing publicity
· Manage the loan of bikes

· Be a source of information, guidance and inspiration on DIY and tool use
· Ensure that tools and bikes are maintained in a fit state for use.

· Be responsible for keeping up to date records of the programmes progress and any other evidence to help monitor and evaluate the scheme as set out in the project plan.
· Promote the work of Transition UStA and maintain the organisations ethos throughout your work
Consequently the postholders will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job.


Person Specification

	Skills and Knowledge
E = Essential

D =- Desirable
	

	The successful applicant will have most or all of the following qualities as defined under each job role :
	

	Good communication with ability to work with people of all abilities / levels
	E

	Good administration and organisational skills
	E

	Experience of tool use and bike maintenance
	E

	Good computer skills including databases, e-mail and internet.
	E

	
	

	A knowledge and experience of loan systems or library’s 
	D

	Health and safety knowledge or training
	D

	Experience of working with volunteers
	D

	The ability to enthuse and motivate others into taking action
	D

	Practical experience of running promotions on social media and/or printed media
	D


Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short listing stage. 
Desirable Criteria – requirements which would be useful for the candidate to hold.  When short listing, these criteria will be considered when more than one applicant meets the essential requirements.  

While we hope to acknowledge all applications, if you have not been invited for interview by 27th July  you have not been successful.  Transition University of St Andrews reserves the right to vary the candidate information or make no appointment at all.  Neither in part, nor in whole does this information form part of any contract between the University or University of St Andrews and any individual.
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