Community Repair & Re-use Co-ordinator

JOB DESCRIPTION
Job Title
Community Repair & Re-use Co-ordinator (Part Time)
Employer
Dornoch Firth Group SCIO
Location
Working across East and Central Sutherland including:
· Dornoch
· Ardgay
· Brora
· Lairg
· Other community locations as the project develops
Some home working may be appropriate.
Hours
Part-time (approximately 15 hours per week - flexible)
Occasional evening and weekend work may be required for community events and Repair Cafés.

Purpose of the Role
To coordinate and develop the Central & East Sutherland Repair & Re-use Network by organising repairs, supporting volunteers, promoting the project and helping local communities reduce waste through repair, reuse and upcycling.
The post holder will become the main point of contact for members of the public, volunteers and partner organisations.



Main Duties
Project Co-ordination
· Manage the day-to-day running of the Repair & Re-use project.
· Coordinate repair work between the three Men's Sheds and partner organisations.
· Allocate repair jobs to volunteers according to their skills.
· Organise collection and return of repaired items.
· Ensure projects are completed safely and efficiently.
Customer Liaison
· Speak with members of the public.
· Receive repair requests.
· Assess items for repair or reuse.
· Keep customers informed of progress.
· Arrange collection and return of repaired goods.
Volunteer Support
· Recruit new fixer volunteers.
· Support and encourage existing volunteer fixers.
· Match fixers to suitable repair work.
· Help organise training opportunities.
· Encourage younger fixers / learners to become involved.
Recording & Administration
Maintain accurate project records including:
· Items received
· Repairs completed
· Repair success rates
· Items sold
· Volunteer activity
· Environmental impact
· Waste reduction statistics
Use computer-based logging systems provided by the Repair & Share Network.
Promotion
Promote the project by:
· Social media
· Local newspapers
· Community noticeboards
· Posters
· Community events
· Repair Cafés
Increase public awareness of repair rather than disposal.



Community Engagement
Develop relationships with:
· Men's Sheds / Community Workshops
· Community groups
· Schools
· Repair volunteers
· Textile groups
· Local councils
· Other drop-off points
Identify opportunities for expanding the network.
Events
Help organise:
· Sales of stock days
· Repair Cafés
· Community repair workshops
· Skills sharing events
· Volunteer recruitment events
General
Work within Dornoch Firth Group policies including:
· Health & Safety
· GDPR
· Equality
· Safeguarding
· Lone Working



Person Specification
Essential
✔ Friendly and approachable
✔ Excellent communication skills
✔ Good organisational skills
✔ Able to work independently
✔ Good computer skills
✔ Full UK Driving Licence
✔ Own transport
✔ Ability to motivate volunteers
✔ Interest in sustainability
✔ Flexible approach

Desirable
Experience / knowledge of:
· Community projects
· Volunteer management
· Social media
· Basic repairs
· Men's Sheds
· Environmental projects
· Charity sector
· Record keeping

Personal Qualities
We're looking for someone who is:
· Honest
· Reliable
· Practical
· Self-motivated
· Positive
· Organised
· Patient
· A good listener
· Comfortable working with people of all ages



