Pembrokeshire Coastal Forum

‘ G Placement Description and Personal Specification

Title: Student Placement

Salary: £0 Expenses Paid (subject to cost)

Responsible to: Jodie McGregor — Engagement Coordinator

Location: Pier House, Pier Road, Pembroke Dock, Pembrokeshire, SA72 6TR
Work with: PCF Team

Placement Purpose
To assist with all projects hosted by PCF.

Principal Responsibilities
Supporting the implementation of the annual work programme of PCF projects.
Tasks to include the following:-

Organising meetings, workshops, seminars and providing management of venue
arrangements, registrations and communications, etc.

Attending meetings and taking minutes.

Delivery of the quarterly PCF newsletters.

Report Writing.

Helping to maintain websites.

Assist with school days or at PCF events held throughout the year.

Personal Specification

Essential:
e Undergraduate / Post Graduate with relevant degree course/experience.
e Specific interest in Coastal Management.
e Well-developed interpersonal skills and good communication skills (verbal & written).
e Decision-making and problem-solving ability.
e High level of discretion/confidentiality.
e Proactive and self-motivated and ability to work with minimal supervision.
e Highly developed organisational skills, coupled with a high degree of accuracy.
[ ]

Strong IT skills (including internet, word processing, spreadsheet and database
packages such as Excel and Access).

Desirable:

Current driving licence/own vehicle.

Strong interest in Coastal sustainability and renewable energy.

Working knowledge of current UK and EU Marine and Renewables Legislation.
Experience (or willing) in Project Management.

Understanding of community funded projects.

Placement Descriptions and Person Specifications are subject to change from time to
time to remain in line with business needs.




