
Project Officer – New Galloway Town 

Hall Renovations                                                    
15 hours per week (flexible) at £20 per hour         

Fixed term 9 months  

 
Local Initiatives in New Galloway is a SCIO whose main charitable mandate is to support the 

wellbeing of the residents of New Galloway and Kells.  

We have recently secured the Asset Transfer of New Galloway Town Hall into our ownership and 

have secured a budget of around £300,000 to carry out the necessary renovations. The budget 

comprises grants from a number of public and third sector bodies, who will require detailed record 

keeping for the End of Grant reporting.  

LING is managed by a Board of volunteer Trustees. They have a range of skill-sets and responsibilities 

that will support this paid role, and key decision-making lies with them, but this role is required to 

assure the detailed level of planning and delivery that is required.  

The Town Hall is currently well-used by a number of groups, who will have to be consulted with in 

good time as works begin. 

You will take a primary role in relation to the renovation of New Galloway Town Hall. This will focus on 
assisting the lead trustee in working to and adapting, as necessary, our project plan.   
 
You will be required to keep detailed records of work and spend, assisting in the management of 
invoicing and drafting of reports to grant-giving bodies.   
 
You will also be a key communication link, liaising with building contractors/workmen, trustees, LING 
employees, and the wider community.  
 

Key Responsibilities 

1. Work with the lead trustee to evolve and fulfil the project plan. 

2. Assist in the coordination and liaison with building contractors, in arranging for estimates to 

be secured, contracts to be agreed and work to be scheduled, and contribute in particular to 

front end work and preconstruction. 

3. Act as a reliable point of communication and liaison for trustees and contractors as well as 

volunteers, the community, partners and other stakeholders in relation to the planning and 

execution of capital works in the Town Hall.  

4. Advise on, monitor and assist with the management and timing of grant draw-downs, and 

presentation of accounts and progress reports to funders in a timely way. 

5. Help to improve LING’s record keeping systems and processes for accounting for the spend 

of capital grants against aspects of the contracted capital works.  

 

We have a vacancy for a freelance Project Officer who will work closely with our trustees to 

oversee the renovation of New Galloway’s historic Town Hall, to ensure it is a user-friendly, 

accessible community asset fit for the future.   

 



6. Liaise with Trustees, LING Events Manager and LING Youth Worker in planning how to 

manage the work within an ‘occupied building’, advising on when it can be open for 

activities and events.  

7. Update accounts of capital development progress on the LING website, explaining the timing 

of projected plans and stages. Also input similar information to enhance our social media 

presence, eg on Facebook  in collaboration with others as appropriate. This should include 

photographs and video clips whenever possible and appropriate. 

 

Person Specification (skills, qualifications and experience): 

1. Ideally candidates would be expected to have relevant post-school qualifications in business 

administration, management, construction or administration. 

2. Candidates will be expected to demonstrate experience in some of the following:   

a. Project management; 

b. Refurbishment projects particularly in relation to respecting old buildings; 

c. Minimising carbon-footprint and waste in the context of refurbishment of old 

buildings; 

d. Planning for work within occupied buildings; 

e. Managing contracts; 

f. Managing Health, Safety and Environmental aspects of construction projects; 

g. Design management; 

h. Creating and delivering Stakeholder project reports. 

3. Able to work with a high level of autonomy in terms of day-to day activities; take 

responsibility for finding solutions, showing initiative where necessary. 

4. Good communication skills – written and verbal: able to work with and establish good 

relationships with people and other organisations, including working well with volunteers; 

5. IT skills including spreadsheets and data bases: capacity to manage financial processes, 

Project programming, emails, MS Office Suite, social media;  

6. Able to prioritise and manage conflicting demands across diverse tasks. 

The balance of responsibilities across these skills and areas will be adjusted to take account of the 

qualifications and experience of the successful applicant.  

Terms and Conditions 

• 15 hours a week @£20/hour, 9-month freelance contract. 

• Paid in arrears on submission of a monthly invoice. 

• Working patterns may well vary across the 9 months and may expect to be front-end loaded.  

• Because this post is grant-funded, no budget extension is possible and time allocation must 

be managed by the post-holder to ensure that they stay within the above agreement. No 

expenses are available unless by prior agreement.  

• Administrative work can be done from home if required, but a significant proportion of the 

weekly hours will require to be on-site, especially after works begin. 

• One month’s notice is required to terminate the contract by either party 

• Contract Start date: as soon as possible. 

Enquiries in advance of application are welcome. 

 

To apply, submit CV and a covering letter of 2/3 pages that includes a summary of 

your relevant experience, and how that relates to the requirements of the job, to 

newgallowaytownhall@gmail.com by midnight on the 18th April 2022.  

 



This post is supported by a grant from the Architectural Heritage Foundation 


