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Short term Freelance Project Officer for Event Co-ordination

Organisation: CROMACH  www.cromach.org
Project: Community Engagement Events on Marine & Coastal themes Jan-April 2026
Funding: Argyll and Bute Council – Supporting Communities Fund 2025-26

Do you love community engagement and marine conservation?
CROMACH is looking for a freelance Project Officer to help bring a series of local events to life. These events will engage the Craignish community and raise awareness of marine and coastal issues, while supporting sustainability, education, and conservation.

Project Overview
CROMACH has secured funding to run 4–6 community events between November 2025 and April 2026. The first event is already booked; this role is for coordinating 3–4 additional events.
The Project Officer will ensure each event is well-organised, promoted, and smoothly executed. The CROMACH Committee will propose the guest speakers. 
Role and Responsibilities
The Project Officer will:
· Liaise with the COMACH committee, guest speakers, and venue(s) to schedule and confirm events.
· Create marketing materials including posters, flyers, and social media posts.
· Assist with event set-up on the day/evening of events.
· Collect feedback and ideas from the community after each event, and provide a summary report for each event.


Indicative Time Commitment (per event):
	Activity
	Time (hrs)

	Liaison with committee, speakers, and venues
	1-2

	Creation of marketing materials
	1-2

	Event set-up
	1

	Evaluation and reporting
	1

	Total per event
	4-6 hours



Remuneration & Budget
· Set fee of £450 in total.
· Pro-rata Payment will be made after each event upon satisfactory completion of the specified tasks.
Flexibility:
· Most work can be done at convenient times, apart from event set-up requirements. Some evening or weekend work may be needed.

Skills & Experience
· Excellent organisational and communication skills (phone, email, in-person).
· Experience of creating social media content and marketing materials.
· Competent with Excel.
· Able to work independently.
· Interest in community engagement or  marine conservation is desirable.

Who Should Apply
Members of the local Craignish community are encouraged to apply. Individuals outwith Craignish but with a good understanding of the area are welcome to apply, if prepared to travel to Craignish Village Hall for the events. 
How to Apply
Please submit:
1. A summary of your relevant skills and experience (max 2 pages A4)
2. The name, phone number and email address of a referee we can contact
Deadline: 10am Monday 8th December 2025 
Email application to: info@cromach.org

Important information
· The Project Officer will be engaged as an independent contractor. This role does not entitle the freelancer to employment benefits or pension contributions.
· All materials produced for this project shall remain the property of CROMACH. The freelancer assigns any IP rights in these materials to CROMACH upon creation.
· The freelancer is responsible for complying with health and safety requirements during event set-up and delivery.
· Any personal data collected must be handled in accordance with GDPR. Data should only be used for the purposes of this project and returned to CROMACH upon completion.
·  No work should be undertaken beyond the agreed scope without prior approval.
· CROMACH reserves the right to terminate the contract if the project requirements are not met to a satisfactory standard or if unforeseen circumstances prevent continuation.
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