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Isles of Scilly Wildlife Trust 
Community Engagement Coordinator – Job Description
Salary: 	£26,521 to £32,803 depending on experience
Contract:	0.6 pro rata (22.5hrs per week) Permanent
Job Purpose:	To coordinate and deliver the Trust’s engagement activities, taking a strategic view over community engagement and volunteering. Welcome visitors – local people and tourists – to our Engagement Office in Hugh Town, signposting people to information about local wildlife, explaining the work of the Wildlife Trust, and implementing the fundraising strategy through recruitment of members and friends and taking donations.
Responsible to: 		Fundraising & Communications Manager
Working relationships:	Cooperation and collaborative working is vital to the IoSWT staff and volunteer team, and to our partners at the Isles of Scilly Community Research Network with whom we share our Hugh Town premises.
Responsible for:		Volunteers.
Main working location: 	Quay House, Hugh Town


Background
We are looking for a warm and engaging person who will be a well-organised, enthusiastic and collaborative member of our team. We seek someone who is strategically minded, adaptable and considerate, who will be an excellent ambassador for the Wildlife Trust. As well as signposting people to information about wildlife and making people aware of the many ways in which they can support our conservation work, this role will also work with the Fundraising and Comms Manager to develop and deliver a community engagement strategy for St Mary’s and the off islands. This role will coordinate and facilitate the Trust’s engagement activities and manage our volunteer programme. 
The Isles of Scilly Wildlife Trust is the only charity managing land for wildlife in Scilly. We are responsible for about half of the land area of the Isles of Scilly, managing it for rare species and habitats, for its archaeological interest, and to provide access, enjoyment and understanding for local people and visitors.
We are one of 46 Wildlife Trusts. Our grassroots movement is made up of 46 individual charities, 870,000 members, 38,000 volunteers and 2,800 staff spread across the UK. Together we care for nearly 100,000 hectares of land and have an unmatched presence on the ground helping to bring millions of people closer to nature every year.
Outline of key responsibilities
· Develop and implement a 3-year community engagement strategy focusing on both St Mary’s and the off islands for the Trust.
· Develop and deliver annual activity programme of community engagement events in accordance with 3-year community engagement strategy.
· Work with all staff to coordinate community engagement activities across the organisation and support colleagues to deliver project specific engagement events.
· Work with Fundraising and Comms Manager to identify engagement-based income generation opportunities to grow unrestricted income.
· Work with Fundraising and Comms Manager to identify funding sources for community engagement activities, as well as supporting the wider fundraising strategy.
· Work with Fundraising and Comms Officer to promote engagement activities.
· Take responsibility for volunteer recruitment and management processes to develop volunteering, clarify volunteer roles, and improve volunteer experiences.
· Work with Office Manager to support volunteer administration and support other colleagues with volunteer management.
· Welcome visitors and local people to our Engagement Office in Quay House, Hugh Town, and actively recruit regular givers (Friends and Members) and solicit donations to support our work.
· Be an ambassador for the Wildlife Trust by signposting people to information about local wildlife, explaining our work and helping people understand how they can support our conservation work.
· Be responsible for selling a select collection of Wildlife Trust merchandise.
· Respond to enquiries from members of the public and organisations, in person, by telephone, and by email.
· Provide administrative support including supporting the Trust’s fundraising administration using the Trust’s CRM database (Donorfy).
· Be willing to undertake other tasks as reasonably required and work some weekend hours to deliver engagement activities.

Like all Trust staff, the postholder must:
· Champion inclusion and diversity. 
· Promote the Trust, recruiting local Members, and Friends of Scilly Wildlife.
· Be willing to undertake other tasks and work flexible hours as required.

All staff are ambassadors for the organisation both internally and externally and are expected to always act in a professional manner. They are required to abide by organisational rules, policies and procedures as laid down in the staff handbook, adopt environmentally friendly working practices, maintain high personal standards of efficiency and customer care and foster a ‘can do’ culture based on ownership, initiative, teamwork and exchange of information.
We are registered with The Fundraising Regulator, demonstrating our commitment to good fundraising practice by committing to follow the Code of Fundraising Practice and Fundraising Promise.
We want our people to be as diverse as nature, so we particularly encourage applications from people who are underrepresented within our sector, including people from minority ethnic backgrounds and people with disabilities. However, the premises we have managed to take on in Hugh Town are not fully accessible, with the only access having a short flight of steps We are committed to creating a movement that recognises and truly values individual differences and identities. Please let us know if you require any adjustments to make our recruitment process more accessible.

Person Specification
Essential
· Experience planning and delivering community engagement activities.
· Experience working with and implementing strategic plans.
· Financial literacy and a basic understanding of costing, budgeting and income forecasting.
· Familiarity with the needs of the communities of the Isles of Scilly, and an understanding of the islands as a significant tourism destination.
· Confidence in in-person fundraising and membership recruitment for a charity like Isles of Scilly Wildlife Trust, and able to work within high standards set by the Fundraising Promise to which IoSWT adheres.
· An excellent level of IT literacy, including proficiency with Microsoft Word, Excel, Teams and Outlook.
· Experience working with volunteers.
· A high level of motivation and personal organisation skills.
· Warm and engaging, with excellent customer service skills.
· Confidence with answering varied queries, and with starting up a conversation around the many ways in which people can support our varied conservation work.
· Flexible attitude and willingness to support colleagues in a wide range of duties including administrative work, as required.
· Ability to work alone and use own initiative appropriately, whilst also being able to work effectively as part of a busy and complex multi-disciplinary team.
· Great enthusiasm for, and commitment to, the work of the Isles of Scilly Wildlife Trust.
· Knowledge of wildlife of the Isles of Scilly
Desirable
· Experience of creating strategic documents.
· Experience of managing and recruiting volunteers.
· Experience in customer service or sales roles.
· Experience of partnership working.
· Experience with Customer Relationship Management software (IoSWT uses Donorfy).
· In-depth knowledge of Isles of Scilly wildlife.
· Driving License.
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