
Project Support Officer

Introduction
The Granby Four Streets Community Land Trust (CLT) is a non-profit community based 
organisation that is creating affordable homes and enabling regeneration in the Granby Four 
Streets area. Our members are made up of local residents in Granby and local community 
organisations and businesses.

We are ambitious for our neighbourhood and aim to re-create:

• a thriving multi-cultural, multi-racial area.
• environmental/eco-friendly adaptations of old properties.
• streets full of plants, creating the greenest quarter in the city.
• an architecturally rich and varied area in a fantastic location.
• a sociable, safe and welcoming neighbourhood.
• an enterprise and trading hub linked to our  market, using currently empty. 

shops, and building on local enterprise activity.

Description
We are recruiting to two part-time posts to support our Project Development Manager and 
Board in making all this happen – a Project Support Officer (two days per week) and a 
Market Officer and Handyperson (one day per week). 

This has been and will continue to be a period of change and new beginnings – both for the 
CLT and the wider community.  The Project Support Officer will broadly be responsible for 
dealing with all enquiries, supporting the work of the Project Development Manager and 
liaising with volunteers and other community members. 

Princes Park is home to diverse communities and we want to ensure that those who face a 
language barrier are able to readily access and participate in CLT activities and volunteering 
opportunities. We will consider employing an individual – with the right skills and outlook - 
on a contracting or a freelance basis. Most importantly, we want people who are interested 
in working with a community-led project in a practical way to make Granby 4 Streets a 
unique place to live and work.

At present we are supported by one Project Development Manager and have the use of a 
house within the area where our office is currently based.  All applicants must be willing and 
able to work from the site office, out in the community and from home as required. All 



applicants should expect to ‘muck in’ and do what is required to make agreed projects 
happen. In return we can offer you the opportunity to shape and be part of a project that 
has attracted national attention as one of the most advanced Community Land Trust 
projects in the country.

The position is offered on a temporary basis as funding is currently limited, but if further 
funds become available, the post-holder will be considered for extension. 

The role/what you'll do

Post: Sessional worker: Project support, admin and community liaison

Wage:  1 short-term contract initially:  £10.00 per hour, averaging 15
hours a week over a 10 month period

Based at:      48 Cairns Street, Liverpool, L8 2UW (current project office); possibly 
some working from home 

Accountable to:   Project Development Manager and Board 

Details

Admin suport 

• Deal with all enquiries and/or allocating them to the relevant person.
• Be responsible for the CLT diary, booking meetings and events as necessary.
• Assisting with market and Winter Garden admin as necessary - e.g. paypal, bookings 

etc
• Purchase office supplies and refreshments etc for meetings and events.
• Write and distribute a regular newsletter in the L8 area. 
• Develop communications and assist with other CLT-related publicity and marketing 

through social media and other channels.
• Any other general activities in support of the CLT's activities.

Community liaison

• Support the Project Development Manager and Board in organising community 
information and consultation events.

• Carry out other community consultation exercises, such as completion of 
questionnaires, "door-knocking" and market surveys.

• Respond to all community enquiries and/or allocate these to the relevant 
person/organisation. 

Volunteers

• Lead on developing a volunteering policy, with support from other staff and the 
Board.

• In collaboration with the Market Officer and the Board, recruit and co-ordinate a 
group of volunteers from the Granby/L8 community to support CLT activities.

• Organise induction sessions and other volunteer meetings.
• Ensure all volunteer-related paperwork is completed and filed.
• Be available for any ongoing volunteer/volunteer recruitment needs.



Who you are
We are looking for someone who is positive and flexible and who wishes to make a 
difference in the Granby area. You should also have:

Essential attributes

• Experience of providing admin support

• Proven organisational skills

• Computer skills and an ability to use social media such as Facebook, Twitter, 
Snapchat etc.

• Good writing skills

• Confidence and an ability to communicate well with a wide variety of people

• An understanding of the L8 community and experience of the impact of racism

• Experience of being a volunteer or working with them

Desirable attributes 

• Ability to speak Arabic or Somali

• Experience of community work

  


