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	The School of History, Institute for Environmental History, the SCAPE Trust



 The Institute for Environmental History is a part of the School of History and was founded in 1992 by Professor T. C. Smout, CBE, Historiographer Royal in Scotland and Chairman of The SCAPE Trust. Further information about the Institute can be found at http://www.st-andrews.ac.uk/envhist/.
  The SCAPE Trust

The SCAPE Trust is a charitable organisation concerned with advancing education of the public regarding the history, archaeology and past environments of Scotland’s coastal zone. The directors of the SCAPE Trust are distinguished experts in their fields and include land and underwater archaeologists, geographers, historians and palaeo-environmentalists. Further information about SCAPE may be found at http://www.scapetrust.org. 

The job description for this role is attached below.

	Job Description




	Job Title: 
Research Fellow (Project Officer)
School/Unit: Institute of Environmental History, School of History, 
Reporting to: Tom Dawson
Responsible for: Research Assistant (Project Assistant) 

Job Family: Academic (Research)
Duration of Post: 3 years

	Working Hours: Full time
Grade/Salary Range: Grade 6/£30,122 per annum
Reference No: ML1147
Start Date: July 2012, or as soon as possible thereafter
Interview date: 18 June 2012



	Main Purpose of Role


Undertake the day to day management and ensure the delivery of agreed objectives of the Scotland’s Coastal Heritage at Risk Project. 

	Key Duties and Responsibilities


1. Administrative and reporting duties associated with the effective management, evaluation and delivery of the project.

2. Managing the project’s Research Assistant

3. Working with the Project Manager on the preparation of budgets

4. Promoting the project amongst a wide network e.g. through talks to the public, participating in conferences and meetings, preparing press releases.

5. Organizing and delivering training events.

6. Encouraging new audiences to become involved in the project.

7. Supporting volunteers in all project activities.

8. Managing fieldwork projects at prioritized archaeological sites

9. Preparing tenders and managing contracts with external contractors.

10. Overseeing the maintenance and development of the project website and database.

11. Reporting to the project Steering Group and partners (including Historic Scotland and the HLF) on project progress.

12. Preparing the Coastal Heritage at Risk Action Plan for use by Historic Scotland and Local Authorities.

Special Requirements: 


The post is based in St Andrews but the work will be undertaken throughout Scotland. It will be essential to work outside of normal office hours. The job will entail frequent travel, often to remote coastal areas and for extended periods.
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)



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 
	A first or second degree in archaeology or a relevant subject. 

	
	Application form

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Demonstrable experience in project management, delivering against objectives and meeting targets within budget.

Person-management skills, including experience of managing a small team.

Detailed practical archaeological fieldwork experience.

In depth knowledge of Scottish archaeology and the structure of the profession in Scotland.
Proven track record of working with volunteers and community groups, including recruiting volunteers, managing projects and publicizing results.

Knowledge, understanding and practical experience of a wide range of different archaeological techniques, including experience of the following archaeological techniques:

· Laser scanning

· Geophysical survey

· Topographic survey

· Video making

· Retrieving samples for dating and environmental analysis

Knowledge and understanding of coastal processes and the archaeology of coastal environments.

Demonstrable experience of writing desk-based assessments and archaeological survey and excavation reports.

Track record of contracting fieldwork teams and specialists. 


	Teaching experience, informal or formal.

Experience of working with a 16-25 year old age group.

Undertaking historical research
Knowledge of archaeological sciences and geosciences, allowing the understanding, interpretation and evaluation of results presented in technical reports. 
Knowledge of the Historic Scotland sponsored Coastal Zone Assessment Surveys and similar studies

Experience of working on HLF funded projects, including knowledge of reporting requirements.


	Application form
Interview

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Excellent interpersonal and communication skills and self-motivation. The successful candidate must be able to work unsupervised, but must also be able to work as part of a small team.

Excellent verbal and written skills and the ability to communicate with a diverse audience. 
Proven track record of public speaking (both to academic audiences and the general public). The post will involve frequent public speaking.

Detailed experience of website management, including the use of CMS.

Excellent computer skills. Experience of word processing, spreadsheets, databases, and graphics software (e.g. Photoshop and Illustrator) is essential. 

	Graphic design and layout, e.g. for the production promotional and communication material related to the project 

Experience in GIS would be an advantage, as would experience of working with video and with pointclouds. 

	Application form

Interview

	Other Attributes/Abilities 


	A full driving license and own transport.

Willing to work outside of normal office hours. The job will entail a large amount of travel, often to remote coastal areas and for extended periods. 
	
	Application form

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.  

Further information about the project and about key areas of responsibility of the post holder are provided at the end of this document.
	Other Information  


Interviews will be held on 18 June 2012
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:   ML1147
Before an appointment can be confirmed, you will be subject to a Criminal Records check. 
This post requires the successful candidate to become or be a member of the Protection of Vulnerable Groups Scheme for regulated work with children and/or protected adults (delete as appropriate).  Employment in this post is conditional on the successful candidate holding or being able to obtain PVG Scheme membership.  Assistance in obtaining membership will be provided by the University.  

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 7500 students, 6000 of them undergraduates, and employs approximately 1840 staff - made up of c.700 academic and c.1140 support personnel.

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.

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 five times been named the top multi-faculty university in the UK in the National Student Survey. The 2011 Times Higher Education World Rankings places the University in the top 100 overall, in the top 25 for Arts and Humanities and in the top 20 for international outlook.

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 2010 the University received on average 11 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 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, a new biomolecular research facility, the refurbishment of the Students’ Union and the development of a wind-farm to offset energy costs.

Further information about the Scotland’s Coastal Heritage at Risk Project

Scotland’s Coastal Heritage at Risk is a new three year national project funded by the Heritage Lottery Fund, Historic Scotland and the Crown Estate. It is a collaborative project managed by staff from the Institute of Environmental History. 

The project builds upon the results of recent work that analysed data collected in Scotland’s Coastal Zone Assessment Surveys to produce a prioritised shortlist of coastal heritage sites requiring action in the face of loss due to coastal erosion. The aim of the new project is to recruit, train and support volunteers to carry out the fieldwork required to update and enhance information about the prioritised sites. An important objective of the project is to widen participation in heritage volunteering, particularly amongst young adults. 

The Scotland’s Coastal Heritage at Risk Project will have two elements. During the first phase, (ShoreUPDATE), volunteers will be trained and supported to carry out condition surveys of prioritised sites and to give an indication of the suitability of the site for further investigation. Much of the work will be based upon an interactive map-based website designed specifically for the project.

During the second phase of the project (ShoreDIG), volunteers will work with professional archaeologists in undertaking fieldwork at a minimum of twelve of the sites selected during the ShoreUPDATE phase. The range of fieldwork techniques to be employed is likely to include geophysical survey, laser scanning, the excavation of test trenches and section recording. The results of the fieldwork will be written up as technical reports as well as forming the basis for interpretation and popular publications.

The results of both phases of the project will inform the preparation of a Coastal Heritage at Risk Action Plan for Scotland. This plan will provide advice for Historic Scotland and others. 

Further information about the role of the Project Officer 

You will be working within a small team to deliver the Coastal Heritage at Risk Project. Overall project management will be the responsibility of the Project Manager, Tom Dawson, who will be contributing 25% of his time to the project. You will be responsible for a full time Project Assistant. Key areas of responsibility for the Project Officer include:

Encourage new audiences to become involved in the project

The Scotland’s Coastal Heritage at Risk Project seeks to encourage new audiences to become involved in the heritage. Part of your job will be to promote the project and to recruit from new audiences. Young people, (16-25 year olds) are a specific target of the project. 

Organise events 

You will organise two types of events, training sessions and national events (such as the project conference).

Training events

Many people participating in the project will need training, both in the ShoreUPDATE and ShoreDIG phases of the project. You will oversee the organisation of the training events and recruitment of external trainers where required. It is expected that you will be providing some of the training yourself. You will also oversee the production of training materials for dissemination on the web (including videos, How-To guides and web pages). 

National events

Working with the Project Manager, you will be responsible for organising at least three national events. These will include a national ‘Day of Action’ for ShoreUPDATE, where you will publicise the project and encourage as many people as possible to get involved.  You will also organise an ‘Archaeological Matchmaking Session’, where archaeological professionals will demonstrate different equipment and recording techniques to the public, to help in the selection of appropriate ShoreDIG activities; and a project Award Ceremony to celebrate the project towards its completion. 

You will be responsible for:

· arranging venues and speakers

· creating publicity about events

· organising catering and transport

Work with local groups to carry out condition surveys of priority sites (ShoreUPDATE)

The first phase of the project (ShoreUPDATE) is an essential component and it is necessary to ensure that groups are able to complete this phase as the ShoreDIG phase is partly reliant upon the results of ShoreUPDATE.

You will:

· support volunteers to record priority sites highlighted on the project website

· organise workshops and training programmes

· verify records and update the website 

Undertake practical projects at eroding sites around the coast of Scotland (ShoreDig)

At least twelve ShoreDIGs will be undertaken during the project, and local groups will work with professionals to record selected sites. ShoreDIGs will employ a range of archaeological techniques and you should be familiar with these. 

You will:

· inform groups about the different techniques that may be applicable for their chosen sites

· help groups to prepare applications for ShoreDIG site selection

· help groups to prepare project designs and briefs for those sites selected for ShoreDIGs

· manage fieldwork projects once they have started

· manage the production of post-ex reports (by team members and external contractors).

Appoint and manage external contractors

External contractors will work on some aspects of the project, especially during ShoreDIGs. These will be selected through a tendering process and you will prepare documents and participate in the selection of suitable contractors. Once contractors have been selected, you will manage their work and ensure that all deadlines and budgets are adhered to. 

Provide support to community groups

You will support project volunteers, by providing information and resources when needed. You will also visit groups, some of which will be located in remote areas around the Scottish coast. This will entail extensive travel and extended periods away from the office. Some of the projects will take place on islands, and prolonged boat travel will be necessary sometimes (for example, to get to Shetland is a twelve hour journey). You will give technical support, help groups to prepare web pages and reports, and advise on matters relating to archaeology and coastal erosion.

Prepare a Coastal Heritage at Risk strategy

The Coastal Heritage at Risk Strategy is a key output of the project, and you will assist the Project Manager in the preparation of this document. 

Manage the project’s Research Assistant

The project will employ a Project Assistant, and you will be responsible for the day to day management of the Assistant, with help from the Project Manager. You will agree monthly work programmes with the Project Manager and will have the day to day responsibility for carrying out these programmes. 

Administrative duties associated with the project

Project targets and funding

The drawdown of project funding from the funding partners is reliant on quarterly reporting and evidence of meeting agreed targets and agreed project income and expenditure (including volunteer and in-kind contributions). You will maintain day to day records of financial transactions and project participation rates and activities. You will work with the Project Manager to prepare budgets and information for quarterly reporting and drawdowns.

Database and website

Records submitted by volunteers will be verified prior to uploading to the project database and website. You will manage the day to day verification process and provide regular data updates to regional Historic Environment Records and the National Monuments Record in Scotland. The website is the principal portal of project information and you will manage the updating of content, preparation of project newsletters, etc. and liaise with the project’s external website developers. 

Steering group

You will keep the project steering group informed of project activities and arrange and attend steering group meetings. This will include being responsible for the preparation of minutes. You will attend other meetings relevant to the project as and when required.

Candidates may wish to contact the Project Manager, Tom Dawson (tcd@st-andrews.ac.uk) to discuss this post.

