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JOB SPECIFICATION

JOB TITLE:

Project Officer (Modern Apprenticeship)
REPORTS TO:

Chief Executive Officer
SALARY:

£25,000.00 (Fixed point)



3 year contract with the possibility of renewal subject to funding

POST LOCATION:
The Outdoor Partnership Offices, Bwthyn Carnedd, Plas y Brenin, Capel Curig, 



Conwy.
WORKING HOURS:
37 hours per week
Job Purpose:
The aim of the post will be to develop and implement a cross-border accredited Outdoor Instructor Modern Apprenticeship Programme as part of the Outdoor Tourism project, funded by Interreg. The Post will involve cross-border responsibilities with Irish partners from Kilkenny, Kildare and Dunloaghaire and our Welsh partners, Conwy County Borough Council and Gwynedd Council.  The post holder will be required to work closely with the Outdoor Partnership staff team to implement the Company’s Strategic Environments as detailed in the duties and responsibilities below.
Duties and responsibilities: 
1.
Establish the framework for the apprenticeship programme with Welsh and Irish stakeholders 
including relevant educational institutions.

2.
Investigate approaches / work methods, through cross-border workshops with educational 
providers in Ireland and Wales, to develop a cross-border accredited outdoor instructor 
apprenticeship programme.

3.
Facilitate and support the recruitment of trainees in both Wales and Ireland, working closely with 
the Outdoor Partnership’s Pathways to Employment Officer.

4.
Coordinate and monitor the cross-border delivery of the training programme.

5.
Establish and support partnership networks in the delivery of the programme (National Governing 
Bodies, local outdoor employers/providers and educational establishments and other relevant 
bodies/organisations).
6.
Develop links with other similar programmes in the UK to share good practice and information.
7.
Seek further funding opportunities via grant applications and income generation to support the 
delivery of the programme, potential exit routes for participants and future funding to ensure 
sustainability beyond 2015.

8.
Manage the project’s budgets and accounts in line with European funding criteria, time scales and 
meticulous audit requirements.

9.
Produce on behalf of the Outdoor Tourism group such reporting information as is required by the 
funding partners and other supporting organisations.
10.
Monitor and evaluate the ‘pilot’ cross-border outdoor instructor apprenticeship programme and


Key Performance Indicators and report back to the CEO on a quarterly basis on agreed targets and 
outcomes.
11.
To undertake other duties and requirements associated with the post that the company may call 
upon the post holder to perform from time to time.
The nature of the post involves attendance often outside normal working hours, during evenings, weekends and public holidays for which appropriate consideration has been made within the grading of the post.  Time off in lieu will be granted subject to the requirements of the service.
Skills
· This post will operate in a multi lingual (Welsh, Irish and English) environment and priority will be given to applicants who can communicate in two or more of these languages.
· Strong communicator
· Must have two or more of the following NGB Awards and be current in;

ML summer, SPA or higher, BCU Level 2 or higher, BOF instructor or higher, SMBLA Mountain Bike Leader award, SCOW/ESC Ski Club Coach or higher award, RYA Instructor Inland or Coastal or higher award

· Adaptable and able to multi-task 
· Good at prioritising

· Strong eye for detail
· Strong team-worker

· Warm and engaging telephone and interpersonal manner

· Persistent and focused

· Good at planning and organising

· Able to complete tasks independently but knows when to seek guidance

· Discreet and confidential when required

· Quick at learning new skills and processes
PERSON SPECIFICATION - TECHNICAL & POSITION RELATED COMPETENCIES
· Educated to first degree level or equivalent (relevant experience will be considered).
· High standard of accurate written and oral communication in English (fluency in Welsh or Irish will be a priority additional competence).
· Experienced user of IT especially Outlook (including electronic diaries), Word, Excel and Database.
· Experience in sport / community development, youth work, teaching (preference will be given to applicants with experience of modern apprenticeships), coaching or other related disciplines.
· Experience of working with organisations in the facilitation, co-ordination and development of projects.
· Knowledge of National Governing Bodies of Outdoor Activities.
· Experience of fund raising via grants, contracts, tenders and/or other methods of fund raising.  Experience of managing large European funded projects would be advantageous.
· Experience of managing budgets and grant applications.

· Able to manage work effectively to ensure that work is completed efficiently and to deadlines.
· Ability to work with minimum supervision, within a corporate framework.
· Ability to prepare reports, accumulate data and successfully monitor and evaluate projects.

· Contributing to Team Success:  Actively participating as a member of a team to move the team toward the completion of goals.

Additional Information
This list is not to be regarded as exclusive or exhaustive as there may be other duties and requirements associated with the post which the Outdoor Partnership may call upon the post holder to perform from time to time.
Please send your CV along with a letter of application to Tracey Evans, CEO, Bwthyn Carnedd, Plas y Brenin, Capel Curig, Conwy, LL24 0ET by no later than 11th February 2012.
For further information or an informal chat, please contact Tracey on 01690 720 160 or email tracey.evans@outdoorpartnership.co.uk.

