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Job Title : Administrative Assistant (Work Placement)
Salary : £12 p/hour
Term : 26 weeks (with potential for extension)
Hours : 16 hours p/week (can be worked flexibly)
Location: Home working with occasional office based work.

Please Note : This work placement is funded through the UK Shared Prosperity Fund and Argyll & Bute Council. Applicants must be currently unemployed and living within the Argyll & Bute council area to be eligible to apply.

Introduction  

The Clyde Fishermen’s Trust (CFT) was established in 2016 by local fishermen and community members with the aim of empowering coastal communities throughout the Clyde through developing projects across the arts, heritage, education, science and community development. Since then, we have greatly expanded our focus delivering a wide range of projects that holistically address the unique challenges faced by Clyde coastal communities. More information about current projects can be found on our website. 

Job Purpose 

The primary purpose of the role is to provide the CFT and the Clyde Fishermen’s Association with administrative support. This will include attending and transcribing meetings, note taking, organising files and databases and providing general administrative support wherever required. The post holder will also be required to assist across the range of CFT projects where required. 

Key Responsibilities

· Assist with general administrative tasks, including data entry, filing, and record-keeping
· Provide support in organising and maintaining databases
· Take minutes during meetings and distribute them to relevant parties
· Accurately transcribe audio and video recordings of meetings 
· Assist with the preparation of reports, presentations, and other documents
· Provide general support to ongoing projects and contribute to the general running of the charity.
· Attend CFT and CFA meetings wherever required. 

Skills 

	Essential 
	Desirable 

	Good level of computer literacy including full Microsoft Suite, Zoom.
	Experience and or/ training in administration.

	Good level of literacy and ability to write accurate and detailed notes and minutes. 
	Experience in transcribing

	Highly organised, self motivated and enthusiastic. 
	Understanding and/or lived experience of the issues facing coastal/fishing communities. 

	Able to work with a wide variety of people from different backgrounds. 
	

	Ability to work to own initiative. 
	





To apply, send a CV and brief cover letter to contact@clydefishermenstrust.com with the subject line 'Admin Role' by 5pm on the 19th of April 2024. 
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