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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 in association with the St Andrews Environmental Network (StAndEN).  This programme is fully funded until March 2015 by the Scottish Government’s Climate Challenge Fund and is comprised of five projects that aim to cut the personal / lifestyle emissions of around 8,000 students, 1,900 staff and residents of 5691 households by 2,527t CO2 between April 2012 and March 2015, in response to the challenges of climate change and peak oil. 

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 employed 3 full time workers to run a number of  carbon reduction projects that included developing car lift sharing, promoting inter-halls energy saving competitions, running Carbon Conversation’s courses, promoting holidaying in St Andrews and helping develop a community garden. With a focus on implementing practical projects, Transition UStA   aims to help people and the local communities minimise their impact on the planet, become more self-sustaining, and strengthens community ties.

In March 2012 the Scottish Government announced that  Transition UStA had, alongside its partner project, StAndEN, received funding for a further 3 years of work. This new period of work will look to build on previous years projects within the University but also reach out more to the local community through delivering 5 projects: Carbon Conversation’s, Carbon Footprinting, Edible Campus, CookSMARTER and a Local Exchange Trading scheme (Saints Exchange). To do this  Transition UStA  have employed, via St Andrews University, a number of part time workers and a full time manager.  

For an overview of our current work please visit our website at http://www.transitionsta.org/
The job description for this role is attached below.

	Job Description




	Job Title: Transition UStA  Administration and Carbon Conversations Project worker
School/Unit: Estates
Reporting to: Transition UStA Project Coordinator
Job Family: Managerial, Specialist & Administrative
Duration of Post: Fixed until 31 March 2015

	Working Hours: 21 per week
Grade/Salary Range: 3/£18,031 per annum pro rata
Reference No: SB1366
Start Date: As soon as possible
Interview date: 3 October 2014



	Main Purpose of Role


This post has two related roles:  The first is to lead on the coordination, development and promotion of Transition UStA’s Carbon Conversations program. Our target is to run 4 Carbon Conversations courses in each semester and a further 2 during the summer break with the aim of putting over 200 people through the course locally within the 3 year period. The post holder will be required to develop publicity material and marketing ideas to attract new participants as well as help coordinate the bookings, facilitators and meeting venues. A key part of their role will also be to collate data for use in evaluating the success of the course in the form of participant’s carbon footprints and energy use data. The main outcome from the project will be that participants to undertake activities that will lead to them reduce their carbon emissions whilst saving money and gaining wider acceptance of low carbon living in the community which should also be measured in a more informal way. 

The second role is to undertake a range of office tasks to assist with the efficient running of the organisations building, monitoring, communication and financial systems whilst ensuring that data required for reporting is recorded and analysed in a timely manner. The post will also have a role in communicating and assisting our volunteers with the administration of their work as appropriate. There will also be a requirement for this post to help plan and maintain Transition UStA diary which will include booking rooms, travel and events. The post holder will be required to work as part of a coherent, flexible and supportive team to fulfil the objectives of the whole project

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.
	Key Duties and Responsibilities


Carbon Conversations

· Widening the number and type of individuals involved in the Carbon Conversations Courses by helping to develop and market the project through different media including, face to face, printed and online techniques

· Helping to create engaging and novel techniques to help communicate the benefits of attending a Carbon Conversations Course

· Manage the participants bookings, room bookings and facilitators so that each course is delivered on time and professionally

· Ensuring that participants are well supported in their efforts to tackle their carbon emissions by managing contacts, communication and assisting them to take part where necessary.

· Be a source of information, guidance and inspiration on low carbon living for participants 

· Be responsible for keeping up to date records of the participants’ carbon footprints and any other anecdotal evidence to help evaluate the scheme

Administration

· Arrange and participate in the running of meetings, presentations and workshops to organise, promote and engage people in Transition UStA projects. 

· Create and update contact databases and general online communications for Transition UStA and maintain the organisations ethos throughout our work

· Create and revise office systems and procedures by understanding our operating practices, reporting, office, budgetary and personnel requirements.

· Resolves administrative problems by coordinating preparation of reports, analysing data, identifying and implementing solutions.

· Manage, organise, and update relevant project monitoring and financial data to produce relevant reports.

· Research and investigate information to enable decision-making by steering group and staff.

· Approve decisions, requests, expenditure and recommendations on behalf of senior people in their absence, according to agreed guidelines and policies.

· Promote the work of Transition UStA and maintain the organisations ethos throughout our 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.
Special Requirements: Occasional Evening and weekend work may be required  

Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate with the grading of the post.  Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.  

	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



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

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

	
	Application

	Good administration and organisational skills
	E
	
	Application and interview

	The ability to enthuse and motivate others into taking action; ideally on sustainable living issues
	E
	
	Interview

	Good interpersonal / networking skills to build good working relationships with groups and participants.
	E
	
	Application

	A good degree of numeracy skills and a basic understanding of data analysis
	E
	
	Application

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

	A Previous customer service and frontline services experience
	E
	
	Application

	A knowledge and experience of Carbon Conversations course 
	
	D
	Interview

	Experience of producing printed media for promotions
	
	D
	Application

	A good and up-to-date knowledge of low carbon living issues including climate change, energy efficiency, waste and renewable energy
	
	D
	Interview

	Practical experience of social media including Facebook and twitter
	
	D
	Interview

	An understanding or experience of Marketing and Sales 
	
	D
	Application

	Demonstrable alignment with the values of Transition
	
	D
	Interview


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.  

	Other Information  


Interviews will be held on 3 October 2014
We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx, however if you are unable to do this, please call +44 (0)1334 462571 for a paper application form.  

For all applications, please quote ref: SB1366
The University is committed to equality of opportunity.

The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.

You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.

	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and the third oldest in the English speaking world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life.

Today it is known around the world as the ‘Home of Golf’ and a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than 30% of the local population.

The University of St Andrews is a diverse and international community of over 9000, comprising students and staff of over 100 nationalities. It has 7,500 students, 6,000 of them undergraduates, and employs approximately 2,460 staff - made up of c. 1,150 in the academic job families and c 1,310 in the non-academic job families.

St Andrews has approximately 50,000 living graduates, among them Scottish First Minister Alex Salmond and the novelist Fay Weldon. In the last 90 years, the University has conferred around 1000 honorary degrees; notable recipients include Bob Dylan, Benjamin Franklin, The Dalai Lama, Dame Judi Dench and Jack Nicklaus and Hillary Clinton.

The University is one of Europe’s most research intensive seats of learning.  It is the top rated University in Scotland for teaching quality and student satisfaction and among the top rated in the UK for research. The 2008 Research Assessment Exercise judged 94% of the University’s research activity as internationally recognised with over 60% world leading or internationally excellent.
St Andrews is consistently held to be one of the United Kingdom’s top ten universities in university league tables compiled by The Times, The Sunday Times, The Guardian and The Independent Complete University Guide. It has seven times been named the top multi-faculty university in the UK in the National Student Survey. The 2013 Times Higher Education World Rankings and the QS World University rankings place the University in the top 100 overall, in the top 50 for Arts and Humanities and in the top 20 for international outlook. St Andrews was named as Scottish University of the Year 2014 in The Times and The Sunday Times Good University Guide 2014.
Its international reputation for delivering high quality teaching and research and student satisfaction make it one of the most sought after destinations for prospective students from the UK, Europe and overseas. In 2012 the University received on average 12 applications per place. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

The University is closely integrated with the town. The Main Library, many academic Schools and Service Units are located centrally, while the growth in research-active sciences and medicine has been accommodated at the North Haugh on the western edge of St Andrews.

As part of its 600th anniversary celebrations, launched by graduate Prince William, Duke of Cambridge, in 2011 and running to 2013, the University is pursuing a varied programme of capital investment, including the refurbishment of its Main Library and a major investment in its collections, the opening of a research library, a new biomolecular research facility, the refurbishment of the Students’ Union, and the development of a wind-farm and green energy centre to offset energy costs.
