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CLEAR Operations Co-ordinator (or Consultant) – Vacancy (3rd May 2018, Closing 18th May) 
 

OPERATIONS  CO-ORDINATOR (OR CONSULTANT) 
 
CLEAR is a small active charity engaged in a range of community and environmental actions 
for regeneration which has expanded operations across Levenmouth.    
 
With the help of Strengthening Communities funding for 2018-19, CLEAR seeks relevant 
expertise and experience for a 9-10 month project to improve both its strategic operational 
role and especially the efficiency, effectiveness and impact of its ongoing work.  This 
includes: staff and volunteer management and development, information systems, 
administration and compliance, communication, interaction with other stakeholders, 
supplies/materials and logistics and related areas.  It may extend to include strategic review 
and planning, non-grant financial sustainability, governance and membership development 
and other related themes.    Note that another staff member is already engaged under this 
project to work on finance and bookkeeping systems, grant-seeking, IT and media so this 
development role is complementary to these functions.   CLEAR is basically seeking a review 
an upgrade of its operations, communications and administration to enable it to enhance its 
impact 
 
The post advertised can involve engaging : 
 
EITHER shorter-term advisor(s)/consultant(s) to review and establish improved systems, 
methods, and training staff in the process;  
OR alternatively a suitably qualified and experienced staff member for the duration of this 
project period for 20 hours per week. 
 
Range of Tasks Envisaged 
 
1. Human Resource Management  
Staff and Volunteer Management and Development 
1. Review and improve systems for effective staff/HR management (including contracts 

salaries, pensions, expenses, absence, health & safety, disclosure), ensure updating and 
orientation of staff in systems and procedures.  

2. Assist in establishing defining accountable tasks for staff (and volunteers) and review 
2. Review, and improve systems and procedures for volunteer and placement recruitment, 

retention, development systems and procedures and train existing staff in their 
application.  This is seeking to ensure a high quality volunteering experience. 

3. Establish improved policies and mechanisms for staff and volunteer training and 
development; identifying and, if required, arranging relevant learning opportunities. 

 
Public engagement, membership and governance  
4. Establish and improve consultation with the general public and with volunteers to 

gather opinions, ideas and suggestions 
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5. Establish simple but effective means of membership development and engagement, 
(including developing a contacts database, and ensuring compliance with data 
protection).  

6. Advise and develop ways of strengthening governance and governance processes, 
recruitment, succession, development, participation in management committee and key 
volunteer functions. 

 
B. Operational and Administrative Systems 
1. Ensure all necessary organisational policies are in place, and simple procedures 

established to ensure all relevant individuals are oriented and regularly updated 
Ensuring compliance with all necessary statutory and other requirements 

3. Review and improve simple planning and work systems/routines to ensure the most 
effective and efficient use of resources (staff, volunteers,  tools/equipment, materials 
etc) in implementation. Advise on and maximise use of simple IT 

4. Review and introduce improved simple administrative systems and procedures are in 
place and functioning, orienting staff in their use; and recommending further 
improvements. Advise on and maximise use of simple IT. 

5. Develop, establish simple and effective non-finance  information systems and all aspects 
of non-financial record keeping including activity and volunteer monitoring 

 
C. Information and Communication 
6. Establish and ensure systems and procedures to enable timely, accurate and relevant 

monitoring, evaluation, reporting of programme and organisation. This includes 
improved internal feedback and reporting back. 

7. Improve and set systems in place for improved communication of the organisation’s 
work, volunteer opportunities, etc.  This includes reviewing and improving web and 
social media presence. 

8. Review and establish improve external liaison and partnering arrangements (Council, 
networks, schools, charities etc); explore scope for consortium working with other 
organisations. 

 
D.  Other 
9. Enhance non-grant income generation (eg traditional and non-traditional public 

fundraising, contributions in kind), income recovery and other avenues.  Review, 
develop or strengthen social enterprise components 

10. Assist in recruiting and managing consultants (especially three consultancies to be 
commissioned under Aspiring Communities project)  

11. Participate/facilitate strategic and programme development workshops,  
12. Any other relevant tasks, ideas or initiatives requested by the organisation or felt to be 

appropriate in achieving the objective of improved efficiency and effectiveness. 
 
Basis for Appointment (part-time staff or shorter-term consultancy) 
 
The post advertised can involve engaging : 
 
EITHER shorter-term advisor(s)/consultant(s) to review and establish improved systems, 
methods, and training staff in the process;  
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OR alternatively a suitably qualified and experienced staff member for the duration of this 
project period for 20 hours per week. 
 
 
The post is likely to involve significant work from home but also can be based in CLEAR 
premises in Buckhaven. 
 
The postholder reports directly to the CLEAR Management Committee, specifically Chair and 
Secretary.  They are expected to work closely with other CLEAR staff and volunteers and to 
ensure good working relations are maintained.  The postholder will also participate in 
regular fortnightly Steering Meetings of staff and occasional Monthly Management Meeting 
 
Actual remuneration agreed with the successful candidate depends on skills and experience 
offered, duration of involvement and on whether a consultancy or regular part-time post is 
involved is in the range of £14-15,000 for the period.  There may be scope for continuation 
beyond this project period but this is entirely dependent on funding. 
 
Further details and application procedure 
 
Further details or information:  tel 01592-713078 or email clearfife@aol.com 
 
Applications Closing date is Friday 18th May. The candidate should start during June.  
Submit a CV and cover letter summarising suitability to; clearfife@aol.com 
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