
Laughton Greenwood Community Woodland

Community Engagement Coordinator

Hours: 8 hours per week
Rate: £20 per hour
Contract: Fixed-term for 12 months
Location: Events mainly take place at Laughton Greenwood, East Sussex. Admin is home-based working
Responsible to: Project Manager ‘Rooted in Laughton Greenwood’
Background

Laughton Greenwood is a Community-managed woodland. Our priorities are to care for the trees, to enhance bio-diversity, & to encourage local people to visit the wood. This post mainly concerns the third priority. Our theory of change is that people won’t fight for a green space they don’t love, & they won’t love it if they don’t know it. So we want to bring MORE people into the wood, but also a more DIVERSE range of people into the wood. Once a month we have volunteering & we reach about 15-20 volunteers. We also arrange EVENTS on an ad-hoc basis. For example we have held events such as Wildflower walks, fungi surveys, bat evenings, children’s crafts & many other events in the woodland. This post will continue & improve the Events Programme for the next year. 

About the role

We are looking for a warm, organised and community-minded person to attract more people into the wood. And also to make Laughton Greenwood more welcoming and accessible to people who may not always feel that woodland, conservation or wellbeing activities are for them.
Funded by a new grant from The National Lottery, this role will arrange a year-long programme that may include additional volunteer sessions, creative activities, wellbeing opportunities and seasonal events. A central part of the role will be building relationships with local people and organisations, particularly those supporting people who may experience barriers to taking part. These may include, but are not limited to, people experiencing loneliness, poor mental health, disability, financial hardship, caring responsibilities, low confidence, cultural exclusion or limited access to transport and green spaces.

The Community Engagement Coordinator will organise the day-to-day delivery of the programme, helping develop accessible and welcoming ways for people to take part and benefit from using their local woodland space. This may include supporting volunteers and session leaders, building partnerships and ensuring that practical arrangements are taken care of.
The role will report regularly to the Project Manager, who has responsibility for overall grant management, governance, financial oversight, insurance and organisational compliance.
Main responsibilities
Community engagement and outreach
· Build positive relationships with local residents, community groups and voluntary organisations
· Reach out to people who may not currently use the woodland or feel confident joining existing activities
· Work with community partners to understand the barriers people face and how these might be reduced
· Develop welcoming and accessible ways for people to find out about and join activities
· Listen to participants and ensure their views help shape the programme

Supporting participation
· Collaborate with our Ranger & session-leaders to welcome new volunteers and participants
· Anticipate Health & Safety concerns, & provide clear information about what to expect before activities
· Help people identify any access, transport or support needs
· Work with session leaders to create inclusive and supportive environments
· Help ensure people are treated with dignity and do not feel judged, pressured or excluded

Programme delivery
· Plan and organise the annual programme of activities
· Arrange dates, bookings, facilitators, volunteers and resources
· Send joining information, reminders and updates
· Accurately use our shared calendar and keep monitoring & activity records for each event
· Identify gaps or difficulties and raise them with the Project Manager

Volunteer and practitioner support
· Act as a point of contact for facilitators and community partners
· Gather or create required information using agreed checklists
· Pass relevant documents to the Project Manager for approval
· Ensure people receive information about the site, access, safeguarding and emergency arrangements
· Raise concerns where information, checks or approvals are missing



Monitoring and learning
· Keep records of attendance and participation
· Gather feedback formally or informally & in accessible ways
· Record what is working well and determine what may need to change
· Demonstrate whether the programme is reaching a broader range of people
· Provide information for reports to the Project Manager, committee and funder

[bookmark: _7mhsb64s4fek]Essential qualities and skills
· Experience of arranging successful small events, managing tasks, records and deadlines
· Highly organised, efficient, able to use all common computer packages
· Able to create simple publicity materials, use Social Media, take, save, edit & use photos
· Live within reach of Laughton, East Sussex. A car-driver & owner is a huge advantage
· Be approachable, respectful and able to build trusting relationships
· Understand that people may experience practical, emotional, financial or cultural barriers to taking part
· Communicate clearly with people from a wide range of backgrounds
· Listen carefully and avoid making assumptions about what people need
· Work sensitively with confidential information
· Able to work independently while remaining accountable
· Recognise the boundaries of their role and raise concerns appropriately
· Share our commitment to inclusion, environmental care and community participation

[bookmark: _64gohw6xbc8b]Desirable qualities and skills
It would be helpful, but not essential, to have experience of:
· supporting volunteers
· working in outdoor, environmental or wellbeing settings
· safeguarding and professional boundaries
· monitoring participation and collecting feedback
· working with self-employed practitioners or partner organisations
· the communities surrounding Laughton Greenwood
· First Aid qualification (or a willingness to be trained)

Person Specification:
[bookmark: _ycj1kmfxkn6k]We would particularly welcome applicants who have experience of:
· community development, outreach or inclusion
· working alongside people who are underrepresented or face barriers to participation
· building trust with individuals or communities who may be cautious about some services
· supporting people experiencing loneliness, poor mental health, disability, financial hardship or social exclusion
· creating welcoming spaces where people feel listened to and respected
· adapting communication and activities for different needs
· working in partnership with local voluntary, health, disability or community organisations
· working on The National Lottery Community Grant funded projects 

This experience may come from paid work, volunteering, community involvement or lived experience. Working from home, you must be able to manage your own hours & workload. You may work one fixed day a week (8 hours) but we believe it would be more effective to spread the hours over two half-days or spread throughout the week depending on your other work or schedule.
We have funding at present for one year. Towards the end of the period, ideally we will apply again to The Lottery & may be awarded funding for this programme to continue (or a variation on it). The application process will be led by the Project Manager & you may be asked to assist with the next application. Therefore there is a possibility (unconfirmable for now) that the project will continue longer than one year. 
Liasons
You will report to the Project Manager. You will collaborate closely with our Ranger (who works directly with volunteers) & with our Administrator. Both are very part-time. You may also collaborate with a small number of volunteers who help us with specific work, eg with Social Media or traditional media. You will develop relationships with a wide range of Facilitators or Session-leaders
Our approach to recruitment

We recognise that strong community skills are not always gained through formal employment or qualifications.
We welcome applications from all people who meet the criteria including those with relevant lived experience and from those whose communities are underrepresented in environmental, outdoor or conservation work.
We are committed to making the recruitment process accessible. Applicants are encouraged to tell us about any adjustments or support they may need during the application or interview process
Ideally we need someone who can start promptly.

How to apply

Closing date 31 August 2026
Send your CV (maximum 3 pages) & a cover letter (max 2 pages) to community@laughtongreenwood.co.uk
Subject line of your email should be: Application CEC, First name & surname
In your cover letter please tell us your experience related to this post & how you meet the criteria we are looking for
Shortlisting & Interview – will take place as soon as possible, hopefully in first week of September. We will contact all applicants
Interview – PROVISIONALLY may take place Friday 4 September
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