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Assistant Project Officer- Job Advert
Responsible for:
Supporting the team with the development, planning and delivery of a range of events/activities and the City of Trees woodland creation programme within Greater Manchester.
Location:
City of Trees, Discovery Works, Unit 3 Third Avenue, Manchester, M17 1BW

Contract type:
1-year Fixed Term with potential to extend, subject to funding

Hours:


Full time, 36 hours per week

Reports to:

Delivery Coordinator
Salary:


£22,464 
Role overview

We’re looking for a passionate, motivated individual to join our delivery team. The post holder will primarily be involved in the planning and delivery of a range of different projects across Greater Manchester. These projects include tree planting, environmental education, woodland management, greenspace improvement and other conservation works. As part of these projects, the successful applicant will support with our events programme working with a variety of groups including schools, corporate volunteers, and local communities.
About City of Trees

We are City of Trees, the Community Forest for Greater Manchester and registered charity. We plant trees, we look after trees, we promote a culture of trees. We plant trees for people; trees to create better, greener places; to boost health and wellbeing; to enhance green skills; and to tackle the climate and biodiversity emergency. We’re rooted here in Greater Manchester, the place we live and work. We are proud to call Greater Manchester home and are passionate about making our region even better, one tree at a time.
The Perks

· Flexi-time

· 25 days paid holiday plus 8 bank holidays

· Additional annual leave reward linked to continued service 

· Training and development opportunities

· Employer match 8% contribution pension scheme 

· Cycle to work scheme
Key duties and responsibilities

· To assist in the planning and delivery of a range of projects and events in green spaces, schools and other sites
· To work with the team to make positive contacts and maintain good relationships with project partners 

· To be responsible for health and safety when planning and leading events
· To assist and lead in the planning and delivery of a range of volunteer engagement activities including habitat management and woodland creation 
· To document, monitor and evaluate the projects in line with funding requirements and keep record of project statistics in line with internal policies

· To work closely with other members of the City of Trees team to maximise opportunities and resources including assisting in funding bids
· To assist the Communications Manager in promoting the organisations work through presentations, displays, events, social media and general publicity as needed
· To control expenditure within agreed project budgets to ensure adherence to financial policies and regulations
· To work in a flexible manner and to undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job. This will occasionally include evening and weekend work
· To undertake informal and formal training as agreed

· To carry out duties with full regard to Equal Opportunities, Child & Vulnerable Adult and Health and Safety policies
· To travel throughout Greater Manchester as required

Person Specification

	
	Essential
	Desirable

	Qualifications
	
	

	A degree or professional qualification in a related field OR proven experience in a similar role 
	X
	

	Full driving license
	
	X

	Experience
	
	

	Experience of working in the environmental sector
	
	X

	Planning & leading community engagement events
	
	X

	Experience of working with and managing volunteers
	
	X

	Experience of using GIS (mainly ArcMap) or similar mapping applications
	
	X

	Knowledge and skills
	
	

	Reasonable level of personal fitness
	X
	

	Knowledge of the environment sector or community forestry and the challenges facing urban forestry projects
	X
	

	An understanding of the role of trees and woodlands in responding to projected climate change
	
	X

	Awareness of health and safety processes involved in project delivery and risk assessments, taking responsibility for highlighting any concerns/improvements 
	X
	

	Confident using hand tools and showing others how to follow best practice
	
	X

	Fully conversant with Microsoft Office applications such as Word & Excel 
	X
	

	Excellent communication skills - written, interpersonal and presentational including the ability to effectively report on progress updates
	X
	

	Ability to work flexibly to meet the needs of the organisation
	X
	

	Ability to work autonomously and as part of a team
	X
	


Application information

If you are interested in role, please submit your completed application form to our HR Team at hr@cityoftrees.org.uk .  

The successful candidate will be required to have a DBS check. The DBS check is a standard procedure for anyone who will be working with children or vulnerable adults.  

We are an equal opportunities employer and welcome applicants from all sections of the community.  

The closing date for applications is at 12pm on Wednesday 8th May 2024.    

Interviews will be held at the City of Trees office in Trafford Park on Monday 13th or Tuesday 14th May 2024.
