
Sustainable Kirriemuir 

Job Outline 

Job Title: Events Co-ordinator 

Location: Homeworking/Sustainable Kirriemuir Community Hub/Field Work 

Hours: 28 hours per week (0.8 FTE)  

Duration: Fixed Term until 31st March 2024 

Salary: £26,520 - £28,560 pro rata (£21,216 - £22,848) depending on experience 

Contact: Kate Munro at sustainablekirriemuir@gmail.com or 07906806290 

 

Background: Future Kirrie is a whole town Community Climate Action Plan, being facilitated 

by Sustainable Kirriemuir (SK). It brings local schools, community groups, businesses and 

individuals together to act on the climate and biodiversity crises. This post is funded by The 

National Lottery Community Fund. 

 

Role: 

The Events Co-ordinator will: 

• Plan and deliver regular events including community events, one off training sessions 

and regular skill sharing workshops, across a broad range of themes, in keeping with 

the Community Climate Action Plan. 

• Develop and deliver an education strategy detailing how each event will contribute 

towards SK’s aim of increasing awareness and understanding of climate change and 

biodiversity loss, and what we as individuals, and a community, can do about it. 

• Create a communications and marketing strategy to promote events, and work with 

the Community Engagement Officer to deliver this. 

• Provide support and direction to volunteers involved with delivering events, where 

needed. 

•   Support the development of Sustainable Kirriemuir and its work. 



 

The nature of the work requires flexible hours to allow some evening and weekend working.  

Arrangements will be agreed between the post holder and their Line Manager. 

 

Outline of Duties: 

1. To identify the objectives of events and how they go towards meeting SK’s aims and 

objectives. 

2. To prepare and manage the event budgets.  

3. To select and negotiate with vendors and monitor their activities to ensure quality 

control. 

4. To ensure all events are delivered safely and appropriate risk assessments are 

carried out. 

5. To manage the promotion, communication and branding of the events. 

6. To support volunteers involved with the delivery of events. 

7. To be present at events to oversee the smooth running of them.  

8. To gather feedback from participants after events and keep a record of attendances. 

9. To prepare regular progress reports for the SK Management Committee to measure 

impact, evaluate successes and development areas, and to demonstrate that we are 

achieving the objectives set by our funders. 

10. To contribute to the writing of regular progress reports to funders. 

 

This list is not exhaustive, and the jobholder will be required to undertake other duties as 

required. 

Sustainable Kirriemuir is a Living Wage Employer. We are also happy to consider 

applications for this post on a job-share basis.  

HOW TO APPLY  

Send a CV along with a cover letter outlining why you fit the bill, to: 

sustainablekirriemuir@gmail.com  



Closing Date: Monday 16th May 2022 at 5pm 

Interviews will be held in the week beginning 23rd May 2022. 

If you have any questions, please get in touch.  

Thank you and GOOD LUCK! 

 


