
 

Role Title:    Sustainable St Albans Week Partnerships Coordinator 

Reporting to:  The Sustainable St Albans Week Working Group 

Context:  

• Sustainable St Albans Week is running from 19-26 November 2016.  During this week, 
lots of local organisations, across the district, will be running events and activities 
under this banner.  We ourselves are running a final event on the final Saturday. Co-
ordination will include help with this year’s theme of Sustainable Food including the 
two Food Waste Challenges. 

• The week is run through a collaboration of Transition St Albans (TSA), St Albans 
Friends of the Earth (FoE), and St Albans City & District Council.  We have formed a 
joint Working Group, made up of active volunteers, who have started planning the 
week.  At this stage, we are awarding a contract for a freelance Partnerships 
Coordinator subject to final confirmation of funding.   

• The end goal of this project is to run a fabulously successful “Sustainable St Albans 
Week”.  By successful, we mean the number and diversity of organisations that get 
involved, the number of people that come along, and how many of them commit to 
make some kind of change because they have been involved.  We want to raise 
awareness and move sustainability up the agenda.  We’d love to get more people on 
the TSA and FoE mailing lists too, but this is a secondary goal. 

• You will be joining the existing, friendly and supportive Working Group made up of 
volunteers from Transition St Albans and Friends of the Earth.  You will be managed 
by the Chair (Catherine Ross). You will work alongside the Communications Officer. 

Aim of the role: 

• To successfully coordinate Sustainable St Albans Week, working closely with the 
Working Group, delivering a varied and interesting week that increases awareness of 
sustainability, plus a successful final event and the two food waste challenges.   



Tasks and deliverables:  

• Project administration: 
o With the Working Group, creating a project plan 
o Maintaining the project plan and ensuring deadlines are met; flagging up 

issues to the Working Group 
o Creating a budget and tracking expenditure 
o Keeping paperwork required for the project funder 

• Creation and co-ordination of the week’s programme: 
o Contacting the organisations who are supporting us to confirm what their 

activity / event will be 
o Pulling these together into a coherent programme 
o Producing this programme as an accurate word document ready for graphic 

design and print 
o Working closely with the graphic designer to finalise the printed programme 
o Supporting the Communications Officer who will lead on publicising the 

programme on website, social media and local press 

• During the week itself: 
o (With Working Group members and Communications Officer) Attending 

events to explain about SSA and ask people to make pledges  
o Trouble-shooting, being on the end of the phone 
o Making sure leaflets, banners, T-shirts, volunteers are in the right place at 

the right time 

• Final event (Sat 26th Nov): 
o (With Working Group members) planning and delivering the final event; 

venue, speakers, programme, refreshments, taking bookings.  Setting it up 
on the day, clearing up at the end.  

• Evaluation and reporting: 
o Planning how the week will be evaluated 
o After the week, gathering feedback 
o Completing the end of grant report for the project funder 

• Meetings: 
o Attending Working Group meetings 
o Meetings with the chair of the Working Group  
o Meeting with other organisations involved in the week, as required 

 



Person specification: 

• Good project management skills. 

• Flexible, resourceful, and well-organised. Good attention to detail. 

• Enthusiastic and committed to raising awareness of sustainability, and engaging the 
community in this.  It is desirable they have some knowledge of sustainability issues.  

• An enthusiastic and tactful person who can work with others and organise others 
successfully, with an understanding of the diverse communities of our city & district. 

• Numerate (can create and manage a simple spreadsheet). 

• Quick and capable with Word, email etc. 

• Lives within the district. 

 

Terms and conditions: 

• As a freelance contractor, you commit to achieving the deliverables above. 

• We have estimated that a total of 320 hours are required for this role between 
September and December, with a contract price of £6400, based on an average of 20 
hours per week at £20 per hour.  You will be responsible for managing your time in 
order that you meet the deliverables within this amount; you cannot claim more 
than this total.  

• The hours will vary, are flexible, and are largely under your control, as long as the 
deliverables are met.  We think the role will require around 15 hours a week during 
Sep/Oct but then this will gradually increase as we approach Sustainable St Albans 
Week.  During November you are likely to be working 20+ hours per week and during 
the week itself (19-26 November) you may need to work long hours including some 
evenings, and some hours during Sat 19th, Sun 20th, and Sat 26th.  

• You will keep a record of your hours and activities, and invoice us monthly.  You are 
responsible for registering for and paying any required tax / National Insurance.  

• Travel and expenses are not paid, unless by exception and if agreed in advance by the 
Working Group.  You will work from home, apart from meetings. 

 

Recruitment process: 

• Send a CV and covering letter, setting out how you meet the person specification and 
why you are interested in the role, to Catherine Ross (chair of the Working Group) at 
catherine.ross@transitionstalbans.org by 5pm on 25th July.  

• We will let you know if you have been chosen for interview by 28th July.  There are two 
interview times; the evening of Thur 4th Aug or daytime on Tues 9th Aug.  Please 
indicate in your covering letter which of these times you could be available for. 

• Thank you for your interest!  

mailto:catherine.ross@transitionstalbans.org

