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JOB DESCRIPTION
	Job Title:

	Doors Open Days Officer

	Responsible to:
	Doors Open Days Manager

	Salary/hours:
	21 hours per week £15,000 (£25,000 full time)

	Main purpose of role:

	
With a strong interest in making Scotland’s historic environment accessible, you will work with the Doors Open Days Manager to develop and sustain the National Doors Open Days Festival, supporting venues and volunteers to ensure the festival remains welcoming and accessible to all. 

You’ll get the opportunity to see all aspects of Doors Open Days, from planning, to supporting venues, to the promotion of events, and the evaluation process. Working directly with venues across Scotland as well as the team of Regional Coordinators, you’ll be working alongside a network of heritage organisations, volunteer groups, and local authorities. 



	Main Responsibilities:

	
· Work with the Doors Open Days Manager to provide support and guidance to Regional Coordinators and venues across Scotland.
· Work alongside the Doors Open Days Manager as Regional Coordinator for a number of regions across the country. 
· Create a programme of training and development events designed to support venues and volunteers, including online sessions and resource documents on different topics based on feedback. 
· Work with Communications and Marketing colleagues to refresh the Doors Open Days communications strategy.
· Assist with the development of the Doors Open Days website, working with developers, uploading content and supporting Regional Coordinators to do the same. 
· Support the festival evaluation process.
· Evaluate applications for funding support, working with the Doors Open Days Manager and Director as required. 
· Liaise with other organisations to ensure that SCT is following best practice in volunteer guidance and training.
· Work across the organisation to support SCT activities, for example the annual Civic Celebration, My Place programme and other activities and events as required.


	Reviewed by:
	Joe Traynor

	Date:
	30th March 2026
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PERSON SPECIFICATION

The Scottish Civic Trust aims to ensure that no applicant for appointment as Trustee, Employee, Volunteer, Contractor or other Worker receives unfavourable treatment on the grounds of race, colour, nationality, religion, ethnic or national origin, age, gender, gender reassignment, marital status, sexual orientation or disability. This Policy covers recruitment, terms and conditions of work offered, induction, conduct at work, access to training and the disciplinary and grievance procedure. 

The Scottish Civic Trust is committed to making this Policy effective and will bring it to the attention of all those who could benefit from it and all those who in any capacity have responsibilities for monitoring or delivering it.


Assessment code:

E = Essential
D= Desirable

	Specialist and Technical skills
	Experience of community outreach, volunteer management or community learning or similar

experience of delivering informal learning programmes/engagement programmes

Experience in developing training/engagement materials for external audiences

Excellent administration skills


Ability to analyse information and draw sound conclusions

An understanding of the opportunities and challenges of working with volunteers

Experience of working with others to provide support for projects

An ability to adapt and continuously improve projects following feedback and evaluation
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	Communication & Co-ordination
	Adept communicator

Keen to work with a hands-on approach. 

Ability to work by themselves on delegated tasks

Able to deal with competing priorities.
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E


E

E



	Information Technology & administration
	Technology literate, able to use MS packages

Organised and efficient, able to plan.

	E
  E

	Sector experience
	An understanding of the importance of Scotland’s historic environment to community, place and the circular economy
	E  
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