The Conservation

Volunteers

Recruitment Pack

ing Officer —

n

Tra

People and Green Spaces

ing

Connect



The Conservation Volunteers

In this pack:
« Who we are — our Vision, Mission and Outcomes

* Our Goals

« TCV Values

* Role Outline and Purpose

* Role Description

» Person Specification

» Behaviours and Competencies

» Core Skills and Knowledge Framework
» Safeguarding Adults and Children

* Our Commitment to Equality, Diversity and Inclusion
» Benefits of working for TCV

* ‘I love working at TCV because ...”

 How to apply

To find out more about TCV...
Visit www.tcv.org.uk
Or follow us on Twitter and Facebook



http://www.tcv.org.uk/
https://twitter.com/TCVtweets
https://www.facebook.com/TheConservationVolunteers
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We have set three overarching goals to drive our decision-making to 2025.

For
people

and green
spaces

Goal 1:

We will deliver, demonstrate
and promote projects that
deliver multiple outcomes

We believe our activities have
the greatest impact when
they solve multiple problems
and this has always been
central to our approach. We
will do more to ensure that

all our activities maximise the
possible outcomes for people
and green spaces.

for people and green spaces.

A thriving

network

Goal 2:

We will do more to support
and empower others to
connect people and green
spaces and deliver lasting
outcomes for both.

We will increasingly use our
national reach and extensive
expertise to support local
activity and work with
partners to expand the
role of community
volunteering in
green spaces.

For

everyone

Goal 3:

We will support more diverse
audiences to connect with
green spaces.

Everyone deserves to have
nature in their lives. We will
create safe, welcoming spaces
for people who face barriers
to accessing green space,
especially those who could
benefit most, and make our
activities relevant
and accessible for
communities in
which we work.




TCV Values [

At The Conservation Volunteers, we: Conservation
Volunteers

Make stuff
better

Constantly asking ourselves If we
can Improve on what we do and
how we do It. Having a continuous
learning practice at the heart of
everything we do. Being curious
about what others are doing outside
our charity and learning from
partners, volunteers and each other.
Expanding our horizons to
make things better,

Crack on
and muck in

Coming to work with a mindset as

a team, getting the Job done, and
achleving what we set out to do.
Belng clear on our collective purpose
and shared goals; overcoming
obstacles constructively and
sustainably to achieve our aims

Make
a positive
environmental
impact
Our commitment to ensuring that
everything we do contributes to bullding
a sustainable planet. Making sure that
our relationship with the natural world Is
at the heart of what we do and how we
manage ourselves as a charity. Seeking
opportunities to share our knowledge,
skills and expertise with corporate
partners, education, communities
and Individuals to maximise our
Impact and legacy.

Be the best
we can be

We are committed to
role modelling the best of
ourselves In all that we do
and how we do It. Ensuring
that how we work with
others Is as Important
as what we do.

without causing harm or difference
difficulty for others.
We have a deep desire to
ensure that everything we do

In how we connect with individual

volunteers, with communities, with

partners, and with our environment,

leaves a positive and lasting ripple effect.

www.tcv.org.uk

‘Our values are the guiding principles that
drive our mission and shape our everyday
actions.

These values are not just words; they are the
foundation of our identity and the driving force
behind every project and initiative at The
Conservation Volunteers. They reflect our
dedication to excellence, teamwork, impactful
change, personal and professional integrity,
and our unwavering commitment to the
environment’.



Role Outline and Purpose

This role plays a crucial part in supporting TCV's mission to empower individuals and communities through delivering effective training and learning
opportunities, in line with local operational plans, and helping achieve TCV's Strategic Plan.

Directorate: Operations

Reporting to: Operations Leader

Salary: £24,024 per annum

Fixed term / Permanent: Fixed term until 31 March 2025

Full time / part time: Full time

Hours per week: 35

Location: Office Based, Alloa, Scotland. Working across 2 local projects.

- A full, clean driving licence held for more than 2 years is essential due to
company vehicle use.

- This post is subject to an enhanced PVG check.

- Project development, delivery and support across Forth Valley working with
unemployed participants age 16+.

- Volunteering/community work in disadvantaged areas and communities.

- Reporting and evaluation of employability/volunteering programmes.

- Running events with volunteers, practical conservation skills including
woodland management, school grounds maintenance habitat management,
gardening/food growing, wood working skills e.g. building raised beds and

planters.



https://www.tcv.org.uk/about/strategy/

Role Description

These are the key duties of the role:

Design, develop, implement and deliver training programmes that aligns with TCV’s goals.

Utilise a variety of training methods such as interactive activities, and hands-on exercises.

Source training materials, manuals, and resources to support various learning styles and needs.

Through group participation exercises, identify training and skills requirements.

Collect and analyse feedback from participants to continuously improve training content and delivery methods.

Prepare regular reports on training activities, attendance and outcomes, including success stories and areas
for improvement.

Monitor and evaluate the effectiveness of the training program and adjust as necessary.
Stay updated with the latest trends and best practices in training methods/delivery.
Assist participants in identifying their strengths, skills and career aspirations.

Carry out risk assessment in relation to people and working environments.




Person Specification

The successful candidate will have demonstrable experience or qualifications in the following:

Please demonstrate how you meet these criteria in your application.

Experience of ...

Experience in delivering outdoor education activities to various age groups, particularly in a training or leadership capacity.

Strong knowledge of conservation principles, practices, and challenges.

Demonstrate a compassionate and inclusive approach, ensuring that all participants feel valued and supported.

Certifications related to outdoor education, bushcraft, environmental education, or special educational needs (SEN)
desirable but not essential.

Experience in leading groups, including managing risk and ensuring participant safety in outdoor settings.

Experience in developing skills, confidence, and the employability of people with learning difficulties, and those who are
furthest from the labour market.

A strong commitment to promoting outdoor learning and environmental stewardship.

Qualified to at least one level above the courses being delivered.

Good problem-solving techniques.

Strong interpersonal skills.




Behaviours and Competencies

« Afocus on delivering TCV goals for our beneficiaries, volunteers, customers, and

ourselves.
* Proudly working as One Team, treating each other as we would like to be treated.
* Role modelling TCV values.

* Role modelling TCV’s EDI culture and behaviours.




Core Skills and Knowledge Framework

At TCV, we're all about empowering employees through our dynamic Skills and Knowledge framework! This innovative
system enables our employees to grasp and share the vital organisational skills needed to achieve our strategic goals.
Below, you'll find an overview of the framework we use to recruit, reward, and deliver learning solutions. This ensures
every member of TCV is continuously growing in knowledge and skills, enhancing their value and driving our

organisation forward!

Delighting Customers and Volunteers

Building Effective Relationships

Leading People and Building Talent and
Capability

Valuing Diversity and Integrity

Understanding TCV’s Products and
Markets

Managing Change and Innovation

Communicating Effectively

Understanding TCV and the Strategy

Effective Decision Making

Delivering Results




Safeguarding Adults and Children

Safeguarding Children and Adults at Risk is a core requirement for all services delivered by TCV.

A significant number of the volunteers, beneficiaries and visitors who attend TCV projects and sites are Children
and/or Adults at Risk.

Therefore, as a Training Officer at TCV, you will be required to —

e Always act in accordance with your responsibility to safeguard the health and wellbeing of children and
vulnerable adults.

e Read and adhere to the organisational Safeguarding policies and procedures and participate in related
mandatory training.




Our Commitment to Equality, Diversity and Inclusion

We are dedicated to fostering a culture of equality, diversity, and inclusion within our organisation. Our commitment means
actively reflecting on and addressing issues related to these principles in every aspect of our operations. We strive to
identify disparities and take concrete, effective actions to reduce inequality. This includes creating policies that promote
diversity, offering training programs to enhance awareness and understanding, and establishing support systems to ensure
an inclusive environment for all employees. By prioritising these values, we aim to build a workplace where everyone feels
respected, valued, and empowered to contribute their best. We welcome applications from anyone regardless of age,
disability, ethnicity, heritage, gender, sexuality, religion or socio-economic background.

As a Disability Confident Employer, we guarantee first-stage interviews to disabled applicants meeting the minimum job
criteria. Our commitment extends beyond compliance to fostering a supportive, inclusive environment where diverse
talents thrive. We actively encourage disabled candidates to apply and provide necessary adjustments during recruitment.
Through tailored support and ongoing development, we ensure every team member can contribute effectively. Join us in
building a workplace where diversity is celebrated, empowering both our team and our ability to serve with empathy and
understanding.

During the application process, we promise to:

*Cover your travel expenses to and from the office for in-person interviews (up to a maximum of £15.00).
Accommodate any reasonable adjustments you may require, such as arranging sign language interpreters in advance.
*Ensure this document is easily downloadable in Word format.

If you wish to seek further information, please email the People Team at recruitment@tcv.org.uk




Benefits of working for TCV

Holiday Entitlement
We want all our employees to have a healthy work life balance and positively promote the requirement for adequate rest breaks.

We offer 26 days holiday, including Christmas Eve plus all recognised bank/public holidays of your choice. On top of this we give
an additional day's holiday per full year of service, up to a maximum of 31 days. Part-time employees’ entitlements are
calculated on a pro-rata basis, dependant on hours worked.

Public holidays are not allocated to any specific faiths/religious events, therefore can be used flexibly across the year . Holidays
for part-time employees and those working compressed hours will be expressed in hours but will be based on the full-time

equivalent as above.

Your holiday entitlement for 2024-2025 will be 35 days, including Christmas Eve and 9 towards bank/public holidays of your

choice.
(pro-rata’d based on start date)

Voluntary Pension Scheme

We know how important it is to prepare for the future and want to play a part in enabling a financially secure retirement with our
flexible tax-efficient pension plan. If you contribute a minimum of 3.5% of your salary, we will contribute the equivalent of 5% of
your salary into your pension fund. Our plan also has flexible retiring options and if you leave TCV, you can take your plan with

you.




Benefits of working for TCV

Living Wage Foundation Employer

We are proud to be a Living Wage Employer and are one of only a small number of UK chatrities that hold this accreditation. This
means we have a commitment to pay the ‘real’ living wage as set by the Living Wage Foundation. This is also reviewed
annually.

London Weighting Allowance
It is widely acknowledged that living in London is more expensive than other parts of the UK, therefore if you work in one of the
London Boroughs, we will pay £3,882 (pro rata for part time workers) in addition to your base salary.

Flexible / Hybrid Working

We understand our workplace offer means different things to different people, that’'s why we are happy to talk flexible working.
We support employees to work in innovative ways with both formal and informal approaches to flexible working arrangements.
We can’t promise we can offer you what you want, but we will always do our best.

Your Learning

Is paramount to TCV as it forms the cornerstone of growth and progress within our organisation. As well as our development
days we use shadowing, mentoring networks, online resources, robust inductions, action learning sets, and practical training to
develop, upskill and empower employees to adapt, collaborate, and innovate, ensuring TCV remains agile and competitive in a
rapidly evolving market.




Benefits of working for TCV

Development Leave
Paid leave (up to a maximum of 5 working days in any holiday year) available to employees who are working on an approved

TCV conservation task or development opportunity.

Health & Wellbeing
At TCV, we offer a wide variety of ways to support your health and wellbeing, from internal training courses to access to external

services, all supported by our leaders and colleagues across the organisation.
We are also a Mindful Employer and a Disability Confident Committed Employer.

Health Assured — Employee Assistance Programme

We want our people to be physically and emotionally supported. Our Health Assured programme is a free and confidential
telephone helpline available 24 hours a day, 7 days a week for all employees and their families on any issues they feel they
need support, either in their work or personal lives.

Life Assurance
This scheme provides your loved ones with financial security should something happen to you. All employees will be given the

assurance of two times their annual salary.




Benefits of working for TCV

Unum — Help@Hand
A free-to-access service, supporting employees and their families* with remote GP access, mental health, physiotherapy,

medical second opinions, life, money and wellbeing support as well as a wellbeing calendar.

Employee Recognition
We like to recognise Long Service milestones which are awarded with vouchers from 5 - 50 years (in increments of 5), as well

as personal recognition from our CEO. Our employee of the Quarter awards and nominations are voted for by all colleagues.

Cycle to Work Scheme
You can purchase a bike and accessories up to the value of £1,000 using the salary sacrifice scheme. Repayments are taken

from your gross salary meaning that you pay less Income Tax and NI contributions.

Sick Pay
We have our own discretionary sick pay scheme, including full pay for a period subject to certain conditions.




Benefits of working for TCV

Employee Networks
At TCV we are proud to support a range of active employee networks, such as our Great Place to Work group and our EDI
Champions group. Open to all TCV employees, they promote and support what matters to our colleagues.

Family Friendly Workplace

We know how important family is and understand that there may be times where you will need to be away from work (in addition
to annual leave). This is why we offer our employees a variety of leave options including maternity, paternity, adoption, shared
paternal, career breaks, bereavement leave and others.

Employee Networks
At TCV we are proud to support a range of active employee networks, such as our Great Place to Work group and our EDI
Champions group. Open to all TCV employees, they promote and support what matters to our colleagues.

Childcare — Did You Know?
You can get up to £500 every 3 months (£2,000/year) for each of your children to help with the costs of childcare. If you get Tax-
Free Childcare, the government will pay £2 for every £8 you pay your childcare provider.




“I love working at TCV because *...”
* Actual employee quotes from our 2023/2024 People Survey

ﬂNe are just one of the best \
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86% of employees agree or strongly agree with the statement
“Overall, my employee experience at TCV meets my expectations”
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“I love working at TCV because *...”
* Actual employee quotes from our 2023/2024 People Survey




How to Apply

Please complete the TCV application form and return to Sandra
Lyon, Operations Leader via s.lyon@tcv.org.uk

Closing date: 16" September 2024

Closing time: 12 noon

Interview date: 19" September 2024, at Harvey House,
Carsebridge Cultural Campus, Alloa.

Send your complete Equality and Diversity form to hr@tcv.org.uk

If you would like an informal conversation before you apply,
please contact Sandra Lyon via the above email address.

MINDFUL
EMPLOYER

(& disability
B confident

= EMPLOYER =——
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The Conservation Volunteers

The local charity with a national reach.

Here at TCV we have 4 outcomes which are the
basis of all the work we do. These are:

Health & Wellbeing
Community
Learning & Skills
Environment

We connect people and green spaces, not only to
care for our natural environment, but to provide
people with a sense of community, with vital skills
and training, and the ability to look after their
physical and mental health.




to create, improve, and care for green spaces.

Through our community network, we support local
community groups across the UK.

=
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