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Thank you for your interest in working here at HTSI!

We know that we are biased but working here at the Highland Third Sector Interface
is a great experience. We care about our staff team and whether this is just the next
step in realising your ambitions to change the world or you want to make a change

in your career and experience something new, we have a lot to offer.

As part of the HTSI team you will find that we first of all treat you with dignity, we trust
you and we believe that you are capable of doing great things. You will be expected
to do your role well, to take responsibility and ownership for your work and its

outcomes, but you will also receive support and access to training.

Creativity and initiative are highly valued as we believe that it makes a team

stronger and that as individuals we are better problem solvers.

We are looking for someone who wants both the chance to make a difference and to
experience a working life that is flexible, challenging, rewarding and respectful. This is
a new post and we are looking for someone who really understands the links
between the work of the sector, the need to influence policy and the importance in

recognising the work of our members across Highland.

| genuinely look forward to hearing from you and hope to see you through our

recruitment process.

G

Mhairi (Chief Officer)



About Us.

The Highland Third Sector Interface started work in late 2012 and officially

launched early 2013. We are funded by the Scottish Government, among
others, and are one of a network of 32 other ‘Third Sector Interfaces’

across Scotland.
Whatis a TSI?

A Third Sector Interface provides a single point of access for support and
advice for the Third Sector within a local area. They have an outcome
framework that they have to work within, but how that is done is very
much based on local need and diversity within the geography and nature

of the Third Sector in that area.
What is the Third Sector

The Third Sector is a generally under used term that encompasses a wide
range of charitable, not-for profit enterprise, voluntary led, voluntary
involving, unconstituted, constituted, community focused or community
interest organisations. It is complex, unique and challenging, while also
passionate, grounded and at times a little political. You certainly are

never bored working in the breadth and depth of the Third Sector.
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Our Vision:

“Through the support and advocacy of HTSI ,the Third Sector in Highland will be strong,

valued and invested in by our communities, statutory partners and businesses. They will

have a powerful voice and representation in the development, planning and, where

appropriate, delivery of local services.”
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Working At HTSI.

Our Place Of Work

The majority of the team are based directly from the main HTSI Office in
Dingwall, including this post. Many of the team based there have the
flexibility to work informally from home when possible and with the
agreement of their line manager, though attendance in the office is
expected at times.

We do have teams working from the Police Station in Inverness, a few
individuals who are formally based from home and others based from
our social Café 1668 on Church Street in Inverness.

Benefits
We endeavor to provide our team with the best package that we are
able to offer, this includes:
«  30hr fulltime working week
« 28 days annual leave plus an additional 11 days public
holidays, including office closure over Christmas and New
Year
«  Flexibility to accommodate long term health conditions with
working pattern and to work around medical appointments
« Employer Pension Contribution of 5%
«  Flexibility to accommodate caring responsibilities as far as
possible and reasonable
« Enhanced Maternity, paternity, adoption and shared
parental leave
- Enhanced sick leave
« Access to training and development
« Robust support and supervision
- Free parking on site in Dingwall and access to expense cover
for mileage, subsistence and sundry items connected to
undertaking your role



Job Title Senior Development Officer (Policy and Membership)

30 hours a week
Salary Starting Salary £29,973.90*

Line Manager HTSI CO

Contract type Initially for a two year funding period

* Salaries are usually subject to annual cost of living uplifts in April in addition to the incremental increases where applicable.

Purpose:

The post will provide leadership and management to our membership team of two, taking care to
ensure communication and members services work well, while directly undertaking delivery across a
number of policy and knowledge portfolios.

The post holder will be expected to provide a link between our groups, representatives, staff and the
wider policy environment. Summarising policy and supporting members input to consultations, locally
and nationally, they will lead on aspects of our responsibility for supporting the voice of the sector
across Highland, including forums, representatives and the collation of information for each.

e Provide relevant information about members,
their experiences and policy linking and

Responsibilities:

Policy relevant to the meetings attended by

¢ Review and maintain a knowledge of key policy colleagues and representatives.
developments nationally and locally. Membership

* Identifying opportunities for and methods of e Lead the membership team to deliver impactful
inputting members views and experience to communications across the wide range of
strengthen legislation and decision making. platforms to HTSI members and stakeholders

e Keep up to date and share information on e Support and oversee delivery of members
policy and legislative development with services, such as elLearning, training,
members, representatives elected through the recruitment advertising, members platform.
rep pathway and colleagues within HTSI e Ensure that communications made on behalf of

¢ Lead on consultation responses on behalf of HTSI are compliant and accessible, including
members, including facilitating engagement those through the HTSI website
with members on related subjects. As d team member

Knowledge e Work collectively across the regional team and

e Gather and maintain information on members, wider HTSI collaboratively, respectfully, fairly
their services and needs to provide a and honestly; always undertaking to represent
comprehensive directory of Highland Third the organisation appropriately and with the
Sector organisations integrity expected by HTSI.

Advocacy and Representation ¢ Provide line management support to the

e Support the election, development and role of membership team members
the Representatives elected by members to e Undertake any other reasonable task

attend various partnerships on their behalf.



About You.

Quualifications and Training:

. Good standard of education with a minimum of Higher Grade or equivalent in English

. Evidence that you take your own personal and professional development seriously, i.e.
engagement with professional training

. Full UK driving license and access to the car for work purposes

Experience:

. Experience of working in a third sector organisation or service

. Some experience of delivering communications for an organisation, i.e. website management,
social media or something similar

J Extensive experience of working with Microsoft packages, including word, PowerPoint, excel and
Outlook.

J Experience of facilitating meetings and events.

. Experience of line management and membership services would be an advantage.

Knowledge, Skills and Abilities:

. Excellent written skills, including the ability to write reports and other content that is accessible to
different audiences.

J Excellent spoken communication skills, including the confidence to designing and deliver
presentations

o The ability to read and summarise large documents including policy and legislative documents.

o The ability to reconcile varying views to provide a representative perspective from members

o A good understanding of the local and national policy and decision making environment

o Excellent digital skills, with experience of using online digital tools and an ability to embrace new
emerging technology.

J The ability to work unsupervised but within a team and a teamwork environment.

J Strong attention to detail and the ability to take ownership of your work.

J Knowledge of confidentiality requirements, business sensitivity and the management of personal
data.

Your values and behaviours

o Self-starter, proactive and excellent organiser with the ability to work unsupervised.

. Good interpersonal skills — flexibility for different audiences, tact, diplomacy, adaptability.
J Honesty and integrity, the ability to develop trusting relationships with work colleagues

. Approachable, confident and at ease with others.

J Ability to work and lead as part of a team and under pressure

J Commitment to the principles of confidentiality, and equality of opportunity



How To Apply.

We want applicants who are comfortable talking about how they have used their skills,
knowledge and abilities. Please make sure to include a focus on your own responsibilities,
activities and outcomes you have achieved or lessons you have learned in your application.

Key Dates in the process:
Applications deadline: 10am on the 13th January 2025.
Interviews are currently scheduled for the week beginning 3rd of February, in person
preferably but via MS teams as an alternative at need and by agreement

If you have any questions:
Questions are perfectly normal and especially if you want to understand how flexible, flexible
is, or what scope for adjusting the starting salary there is for more experience. In the first
instance please call the office 01349 864 289 and ask for Mhairi or Hannah, alternatively
email recruitment@highlandtsi.org.uk

Submitting your application:

Applications should be sent to recruitment@highlandtsi.org.uk with the subject line ‘Application for

employment’ and include an indication of any support or adjustments you would need to attend the
Interview along with the following:

1. A CV, not more than three sides of A4 and including two referees
2. A Personal statement to include
o A general statement in support (maximum 300 words);
o An outline of a time you have reviewed worked in a policy environment, what
you did and how you did it (maximum 300 words), and;
o An example of your communication skills, what you were communicating, to

who, how you did that and a reflection on your own learning from that
(Maximum 300 words)
3. Your personal statement must also include, in addition to the above word count, the
following signed statement:

I can confirm that the work submitted in my application, including the formatting and
presentation of this work, are wholly my own.

I understand that HTSI may use external individual in their recruitment processes and know that
should | wish to confirm who will be included in the recruitment panel | can ask via
recruitment@highlandtsi.org.uk at any time.

| also confirm that | understand the role may be subject to disclosure or PVG checks and that |
have disclosed any offences | am required by law to disclose in my application statement. |
understand that HTSI considered applicants with criminal convictions on a case by case basis
and that if | have any convictions it is not necessarily a barrier to employment.

(If you are unclear about what to declare you can check guidance provided by the CAB HERE.)


mailto:enquiry@highlandtsi.org.uk
https://www.citizensadvice.org.uk/scotland/work/disclosure-and-the-pvg-scheme1/disclosure-and-declaring-a-criminal-record-s/#:~:text=You%20do%20not%20need%20to,have%20to%20disclose%20that%20conviction.

Good Luck
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