
My Culture My Heritage
Designation: Heritage Capacity Consultant (HCC)
Reporting To: Head of Operations and Resources
Starting Salary: £29K pro rata; 4% pension
Hours of Work: Full-time 35 hours per week,
Annual Leave: 25 days + 12 public holidays per year
Contract: Fixed-Term for 2 years
Base: Glasgow based (office and home working) with a requirement totravel across Scotland
Project Delivery: Scotland wide

Main Purpose of the job
To provide heritage funding capacity building support to the EM (ethnicminority) third sector organisations and community groups across Scotland.
Provide support to organisations applying for the Heritage DevelopmentFund (HDF) managed by CEMVO Scotland. This is a community grant of£100k through National Heritage Lottery Fund. With the support of training



partners you will knowledge and skills build organisations to develop smallscale heritage projects, manage the grant process and deliver their projectssuccessfully.
Create Peer Networks a space to encourage collaboration, intelligencegathering and mutual learning around funding within the EM third sector.

Project Management Responsibilities
· To work with EM third sector organisations requiring funding capacityspecifically around creating heritage projects
· Work with heritage partners identified to deliver training contracts
· To support the year 2 launch of the HDF through a Scotland widemarketing campaign
· To help organisations understand heritage and how to translate thatwithin the funding process, develop better funding application andbudgets for their project ideas and submit applications to the HDF
· To help manage and facilitate training as well as Peer Networkingand ensure the EM third sector continue dialogue and share theirexperiences of the funding arena
· To work closely with the Capacity Building teams to deliver effectivesupport
· To develop close working links with funders, statutory and publicbodies to identify opportunities for EM third sector organisations toattract funding

Heritage Funding Capacity responsibilities
· Create an HDF application form and easy read information to allowthe EM third sector to apply for community grants
· Create and support the development of robust systems to administerthe HDF
· Respond to enquiries made by telephone and email from grantapplicants and grant holders.



· Provide guidance over telephone/email to potential applicantsregarding the eligibility of their organisation, funding proposal and toprovide trouble-shooting assistance to ensure applications aresubmitted on time.
· As a team, assist the Head of Operations and Resources to assessapplications for their eligibility for funding against set criteria,interpreting delivery plans and budgets to provide a recommendationfor the decision-making panel to consider.
· Produce and present assessment reports for the grant decisionmaking panel. Act on feedback and requests for additionalinformation from the panel to inform decision making.
· Attend meetings with trainers to ensure training and projectsdeveloped are based on organisational needs
· Maintain ongoing relationship with award-holders, keeping track ofreporting deadlines and working with them to communicate andpromote their successes.
· Support the production and analysis of data from grants awarded andproduce reports to support learning and provide managementinformation.
· Enter and manage data in accordance with HDF policies andprocedures and parameters set.
· Ensure that the information provided on CEMVO Scotland’s websiteand social media platforms about the HDF are accurate, up to dateand approved by the funder.
· Adhere to data collecting, monitoring and evaluating protocols setinternally and produce reports tracking progress.

General Duties
· Provide regular project progress updates to line management.
· To encourage co-operative and joint working within the EM thirdsector and to work with organisations to assist them in promotinggood management practices.
· To work evenings and weekends on an occasional basis as required.



· To undertake such other relevant duties as may be required fromtime to time and which are compatible with the main purpose of thepost and its level of responsibility.
· To provide progress and end of year reports to the line managementand to funders when requested.
· This job description does not represent an exhaustive list ofresponsibilities and tasks but indicates the main responsibilitiesrequired by employees in this role. The organisation reserves theright to vary or amend the duties and responsibilities of the post-holder at any time according to the needs of the organisation’sbusiness.

PERSON SPECIFICATION
ESSENTIAL
· Knowledge and at least 2 years' experience of providing capacitybuilding or funding support within the third sector
· Experience of managing community grants
· Good communication and inter-personal skills
· Good written communication/report writing skills
· Knowledge and experience of the funding arena in Scotland andexperience of submitting project proposals to funders
· Excellent self-management skills, working to tight deadlines,demonstrable experience in managing a portfolio ofclients/organisations over a period of time
· Commitment to the development of the ethnic minority third sector, aswell as a good understanding of race equality and issues affecting thesector
· Ability to network and advocate for EM communities andorganisations
· Successful track record of achieving positive outputs in managingprojects
· Good organisational and IT skills



DESIRABLE
· Proficiency in using online meeting platforms such as MicrosoftTeams or Zoom.

If you wish to apply, please email info@cemvoscotland.org.uk for theapplication pack.
If you would like more information about the post, please email ShaistaAsghar on shaistaasghar@cemvoscotland.org.uk
Closing Date for Applications: Tuesday 22nd September 2026 at 12pm
Interviews scheduled for week beginning: 28th September 2026
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