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CLEAR Buckhaven 
Methil-Buckhaven 

Green Regeneration Project 

  

Job Description  

Project Co-ordinator  
(Methil-Buckhaven Green Regeneration Project – Aspiring Communities Programme)   

 

CLEAR is an active, well-regarded and innovative community organisation using environmental 

action as a means of regeneration in the deprived community of Buckhaven.  CLEAR is 

implementing The Methil-Buckhaven Green Regeneration Project runs from 11 March 2018 to 

30 August 2019, funded under the Scottish Government’s Aspiring Communities Scheme. 

 

Main Responsibilities 

The successful applicant will work solely on the Aspiring Communities Fund project (Methil-

Buckhaven Green regeneration) work which is part funded by the European Social Fund’    

The Project Manager carries overall responsibility for planning, implementation, accounting 

and reporting on the project (as outlined in the project description), for ensuring that project 

objectives and agreed outcomes are fulfilled satisfactorily, for supervising staff and to ensure 

maximum intended impact is achieved as efficiently and effectively as possible 

Specific Responsibilities 

1. Translating the project proposal/agreed description into a detailed plan of 

implementation, periodically reviewing and revising this and ensuring all necessary 

resources are mobilised to enable this to execute it successfully.   

2. Involvement with CLEAR Management Committee members in recruitment of other 

project staff involved, orientation/training and ongoing supervision and review, and 

overall HR management. 

3. Co-ordinating project activities with key local stakeholders, including Fife Council, other 

community groups, school, colleges and others.  Also for building longer-term 

relationships which will enhance the project’s sustainability 

4. Arranging events including open days, visits and seeking to engage local volunteers in 

practical actions. 

5. Supervising and ensuring implementation.  Working within the available budget to 

ensure cost-efficient and effective implementation with maximum community and 
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volunteer involvement. Responsible for identifying, ordering of necessary supporting 

inputs, including tools and materials. 

6. Physical work in and around Buckhaven and Methil – in all weather, leading a squad or 

taking action (with other workers) to carry out required worktasks directly including 

digging, planting, pruning, harvesting, litterpicking, and so on 

7. Arranging the necessary monitoring and reporting of progress and other related matters 

including formal timely reporting to the satisfaction of project funders.  Developing and 

applying appropriate progress indicators to be used in reporting 

8. Providing information on project and project progress including regular updates to CLEAR 

Management Committee and Steering Group.  Arranging to disseminate in an effective 

and timely way necessary updates on social media, local press, website, emailing and 

noticeboard notices, information of wider interest. 

9. Take all necessary steps to strengthen the project’s engagement with the wider 

community and to build its future sustainability. 

10. Any other relevant tasks required under the Aspiring Communities project. 

 

Working Arrangements 

The Project Manager will be based in Buckhaven and Methil (at the CLEAR Hub or Annex or 

Sandwell workshop or eventually Methil Growing Space) and, as approrpiate, work from a 

home office.  Regular attendance on sites to supervise and carry out work will be required 

The Manager will also participate in meetings held in the CLEAR Hub in Buckhaven and in 

other organisations 

Arrangements for provision of (or reimbursement of direct costs involved in) laptop, mobile 

phone and broadband connection and supporting office facilities  

 Main Tasks 

1. In accordance with the agreed project proposals, developing a longer, medium and short 

term of action design to achieve agreed outcomes and targets 

2. Establishing the necessary mechanisms for project planning, tracking and monitoring.  

this includes methods for recording progress (overall and individual) and also for 

budget/expenditure tracking.. 

3. Directly engage in project implementation, to recruit and develop volunteers and engage 

them in useful actions; and to participate in volunteer actions and events, and to 

organise and, where appropriate, deliver relevant training and orientation  
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4. Establish and maintain good relations with project funders, including ensuring timely, 

accurate and good quality reporting, both qualitative and quantitive according to their 

separate requirements 

5. Developing the instruments for volunteer recruitment and management, seeking to 

ensure CLEAR offers an appropriate and welcoming opportunity and that activities are 

developed which address both their as well as CLEAR's needs and interests 

6. Seek to identify or organise relevant training and development opportunities for 

volunteers 

7. Participate in relevant meetings external and internal 

8. Build and maintain good relations with a wide range of relevant agencies, institutions and 

key individuals relevant to the project and seek to work collaboratively where possible 

9. Build and maintain good relations with CLEAR workers, volunteers and Management 

Committee and Steering Group to ensure harmonious and effective working relations 

and a constructive, progressive and dynamic environment 

10. Improve information and communication flows among volunteers and between CLEAR 

and the wider community, seeking to improve awareness of our role and work, and the 

opportunities for involving others 

11. Carry out necessary administrative tasks including volunteer tracking, disclosures, 

participation in award schemes etc 

12. Work to develop new project opportunities and to engage in fundraising and resource 

mobilization to support future work. 

13. Any other tasks as may be required 

 

Working Arrangements 

The Volunteer Co-ordinator primarily be based at CLEAR's Buckhaven office (or other 

alternatives listed above) but involve visits to other worksites around and beyond town, and 

meeting with other groups, organisations and individuals and participation in some practical 

actions outdoors with new volunteers    

 

The Co-ordinator will work alongside CLEAR's Management Committee and other part-time 

staff and report to the CLEAR Project Steering Committee.  
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Work will be undertaken for a total of 30 hours per week between 1st March 2018 to 30th 

August 2019.  The Project Manager is free to allocate their time between desk and field work, 

and home or office work, provided the tasks are fulfilled and objectives served  

 

Working Hours 

The Project Manager is expected to serve for up to a maximum of 30 hours per week.  This will 

generally comprise four agreed working days (approximately 9.00-17.00 excl half-hour break) 

However, the Project Manage must to be flexible in responding to project needs, to participate 

in events including weekend events  and this pattern may be varied accordingly and to ensure 

adequate cover.  Some adjustment of hours is required around major holidays such as 

Christmas and New Year. 

Contract Basis 

This post is offered on either employed or  freelance/sessional work basis (with the individual 

responsible for any tax of NI requirements) for an 18 month period from 1st March 2019 – 30th 

August 2019.    In the case of employed standard pro-rata arrangements for holifday and sick 

leave apply.  For self-employed, no holiday or sick pay arrangement applies but the flexible, 

part-time nature of the work means that, over any given period, the weekly quota of hours can 

be achieved.   There is no obligation for CLEAR to offer employment beyond this date. 
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CLEAR Buckhaven 
Methil-Buckhaven 

Green Regeneration Project 

 

Job Description  

Growing Worker  
(Methil-Buckhaven Green Regeneration Project – Aspiring Communities Programme)   

 

CLEAR is an active, well-regarded and innovative community organisation using environmental 

action as a means of regeneration in the deprived community of Buckhaven.  CLEAR is 

implementing The Methil-Buckhaven Green Regeneration Project runs from 1 March 2018 to 31 

August 2019, funded under the Scottish Government’s Aspiring Communities Scheme. 

 

Main Responsibilities 

The successful applicant will work solely on the Aspiring Communities Fund project (Methil-

Buckhaven Green regeneration) work which is part funded by the European Social Fund.    

The Growing Worker (GW) will assist the Growing Manager (and Project Co-ordinator) to carry 

out mainly the day-to-day tasks to develop and manage community growing spaces in Methil, 

including ground preparation, organising planting/cultivation/harvesting of community spaces, 

orchard and other common features, liaising with plotholders, guiding and assisting volunteers 

and groups and overall management of the main site on a day-to-day basis.  These duties 

extend to other planting, litterpicking and related improvements in and around the locality and 

any other gardening, or growing initiatives to support the project in both Methil and 

Buckhaven.  This post involves working with volunteers and other groups including local schools 

for educational/outdoor action sessions as well as direct practical work.  

 

Main Tasks 

1. Daily outdoor physical work around the year in Growing Spaces in Methil and 

Buckhaven, and other outdoor environmental work across the area, on their own or as 

part of a larger effort with other staff, volunteers or groups. 

2. Assisting, advising and supervising the work with volunteers and groups participating in 

sessions 

3. Ensure effective, timely ongoing maintenance of existing sites; and ensure that 

necessary tools, plants, other materials are well maintained, efficiently stored and 
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restocked when necessary and that they are made available as and when necessary to 

support actions 

4. Co-operate, guide and assist allotment holders (individual, groups). 

5. Plan, supervise and support volunteer outdoor work sessions and sessions with schools 

and other groups at various sites, including ensuring necessary tools, materials and 

other items are supplied as needed, ensuring safety is maintained. 

6. Help identify growing needs and environmental opportunities around town, and 

contribute to plan and implement activities to address these.   This includes scope for 

developing new growing sites around Methil and Buckhaven, developing foraging and 

processing activities, and related tasks etc 

7. Expand volunteering participation through mobilising individuals and groups, enabling 

them to contribute to, as well as make use of and learn from, the various growing 

projects. 

8. Actively engage with local stakeholders, groups, organisations and companies to build 

local involvement in community action. 

9. Participating in other activities held for volunteers including pallet workshop, bikes, food 

processing, crafts, and others 

10. Any other relevant tasks. 

 

Supporting Activities 

11.  Ensure good and timely monitoring and reporting each, including identifying issues or 

problems and solutions 

12. Participating in meeting with other project and CLEAR staff, and others when required.   

13. Maintain good relations and effective collaboration with CLEAR workers and volunteers 

14. Any other tasks assigned under the Aspiring Communities Project. 

Reporting and Working Relations 

The GW will agree appropriate tasks on a monthly/weekly/daily basis with the Growing 

Manager (and Project Co-ordinator).  S/he is expected to use their initiative to plan appropriate 

an appropriate programme of tasks and volunteer activities to ensure that the project is 

implemented as fully as possible and that the Worker’s time is always fully utilised 

The GW worker is expected to participate in regular meetings with other Project staff and as 

part of the periodic CLEAR Steering Committee. 

Working Hours 
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The GM is expected to serve for up to a maximum of 20 hours per week.  This will generally 

comprise three agreed working days (approximately 9.30-4.00, excluding a half-hour lunch 

break) with two hours for flexible working at other times.  However, the Growing Worker and 

this pattern may be varied accordingly and to ensure adequate cover.  Some adjustment of 

hours is required around major holidays such as Christmas and New Year. 

Contract Basis 

This post is offered on a regular fixed term contract basis of 18 months from 1 March 2018 to 

31st August 2019.    There is no obligation for CLEAR to offer employment beyond this date. 

 

 

 

 

   

CLEAR Buckhaven 
Methil-Buckhaven 

Green Regeneration Project 

 

Job Description  

Support, Logistics, Monitoring Assistant (SLMA) 

(Methil-Buckhaven Green Regeneration Project – Aspiring Communities Programme)   

 

CLEAR is an active, well-regarded and innovative community organisation using environmental 

action as a means of regeneration in the deprived community of Buckhaven.  CLEAR is 

implementing The Methil-Buckhaven Green Regeneration Project runs from 1 March 2018 to 31 

August 2019, funded under the Scottish Government’s Aspiring Communities Scheme. 

 

Main Responsibilities 

The successful applicant will work solely on the Aspiring Communities Fund project (Methil-

Buckhaven Green regeneration) work which is part funded by the European Social Fund.    

The Support, Logistics, Monitoring Assistant (SLMA) will support the running of the Aspiring 

Communities Project through providing a range of administrative and other assistance.  Major tasks 

include record-keeping, tracking resources and appropriate finances.  It also requires active to 

communication and liaison, including regularly updating social media, web and press.   The wok will also 
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extend to reception work in the project office, answering phonecalls and keeping contact with 

volunteers and others.  The post also requires occasional assistance to support the catering staff in 

providing daily meals to volunteers and, occasionally, for cooking thee meals in the absence of the 

catering assistant  

 

Main Tasks 

1. Daily outdoor physical work around the year in Growing Spaces in Methil and 

Buckhaven, and other outdoor environmental work across the area, on their own or as 

part of a larger effort with other staff, volunteers or groups. 

2. Assisting, advising and supervising the work with volunteers and groups participating in 

sessions 

3. Ensure effective, timely ongoing maintenance of existing sites; and ensure that 

necessary tools, plants, other materials are well maintained, efficiently stored and 

restocked when necessary and that they are made available as and when necessary to 

support actions 

4. Co-operate, guide and assist allotment holders (individual, groups). 

5. Plan, supervise and support volunteer outdoor work sessions and sessions with schools 

and other groups at various sites, including ensuring necessary tools, materials and 

other items are supplied as needed, ensuring safety is maintained. 

6. Help identify growing needs and environmental opportunities around town, and 

contribute to plan and implement activities to address these.   This includes scope for 

developing new growing sites around Methil and Buckhaven, developing foraging and 

processing activities, and related tasks etc 

7. Expand volunteering participation through mobilising individuals and groups, enabling 

them to contribute to, as well as make use of and learn from, the various growing 

projects. 

8. Actively engage with local stakeholders, groups, organisations and companies to build 

local involvement in community action. 

9. Participating in other activities held for volunteers including pallet workshop, bikes, food 

processing, crafts, and others 

10. Any other relevant tasks. 

 

Supporting Activities 
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11.  Ensure good and timely monitoring and reporting each, including identifying issues or 

problems and solutions 

12. Participating in meeting with other project and CLEAR staff, and others when required.   

13. Maintain good relations and effective collaboration with CLEAR workers and volunteers 

14. Any other tasks assigned under the Aspiring Communities Project. 

Reporting and Working Relations 

The SLMA GW will agree appropriate tasks on a monthly/weekly/daily basis with the Project Co-

ordinator and Growing Manager.  S/he is expected to use their initiative to plan appropriate an 

appropriate programme of tasks and volunteer activities to ensure that the project is 

implemented as fully as possible and that working time is always fully utilised 

The SLMA worker is expected to participate in regular meetings with other Project staff and as 

part of the periodic CLEAR Steering Committee. 

Working Hours 

The SLMA is expected to serve for up to a maximum of 16 hours per week.  This will generally 

comprise three agreed working days (approximately 9.45-3.30, excluding a half-hour lunch 

break).  However this pattern may be varied according to work patterns and to ensure 

adequate cover.  Some flexibility will be required in terms of occasional weekend or evening 

work, for which time can be adjusted.  Some adjustment of hours is required around major 

holidays such as Christmas and New Year. 

Contract Basis 

This post is offered on a regular fixed term contract basis of 18 months from 1 March 2018 to 

31st August 2019.    There is no obligation for CLEAR to offer employment beyond this date. 

 


