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City Heritage Fund Officer/Grants Assistant 
 
JOB DESCRIPTION 
 
 
1. Background 
 
PKHT is a charity with the aim of conserving and promoting archaeology and architectural 
heritage in Perth and Kinross, for the benefit of residents, visitors and future generations. 
The Trust achieves its objectives through the delivery of projects, the administration of grant 
schemes, the provision of information and advice, and a programme of outreach events and 
publications. The Trust’s vision and priorities are outlined in our Strategic Plan 2023-27. 
 
Since 2012, the Trust’s Perth City Heritage Fund has supported the Scottish Government’s 
economic and regeneration strategies by championing the historic built environment. 
Funded by Historic Environment Scotland (HES), the scheme encourages the repair and 
regeneration of historic buildings within the Conservation Areas of Perth through a 
programme of grant-assistance to appropriate projects, education and outreach. It is 
delivered in partnership with Perth & Kinross Council. 
 
The Trust is seeking a new full-time project assistant to help our City Heritage Fund/Grants 
Officer deliver the Perth City Heritage Fund and our Community Heritage grant scheme. 
 
 
2. Job purpose 
 
The post holder will deliver three main areas of work: i) the Perth City Heritage Fund, ii) the 
Perth & Kinross Community Heritage grant scheme, and iii) assist, as required, with other 
outreach work. The proportion of time spent on each activity will be heavily weighted 
towards item i). The purpose of each role is as follows: 
 

i) Perth City Heritage Fund 
 

• To assist with delivery of the Perth City Heritage Fund, including the administration 
of grants, and the organisation of training, CPD, and outreach events relating to the 
scheme. 

• Promotion of the scheme and its objectives through websites, leaflets, events and 
through community engagement, education and consultation. 

 
ii) Perth & Kinross Community Heritage grant scheme 

 

• Delivery of the Perth & Kinross area-wide Community Heritage grant scheme, 
working with other staff and reporting to Trustees. 

 
iii) Outreach work 

 

• Assistance in the delivery of outreach projects as required. 
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3. Key Responsibilities 
 
1. Assist with the Perth City Heritage Fund project, including promotion and administration 

of capital grants for historic building conservation projects. 
 
2. Assist in the delivery of training, CPD, and outreach events relating to the scheme.  
 
3. Help maintain records for all aspects of grants and the compliance with relevant 

conditions of grant.  
 
4. To represent the Trust at training events and public outreach events, and with the local 

authority, owners, potential end users and other stakeholders. 
 
5. Assist in reporting progress to Trustees and to the PCHF Steering Group. 
 
6. Responding to technical and general enquiries from the public. 
 
7. Contribute to the outreach and education work of the Trust through events, websites, 

leaflets and social media.  
 
 
4. Responsible to 
 
The post holder will work under the direction of the City Heritage Fund/Grants Officer and 
will be line managed by the Trust Director. Working closely with other Trust staff, and our 
Outreach Officer in particular, the post-holder is required to work independently using their 
own initiative as part of a small multi-disciplinary team. 
 
 
5. Other duties 
 
Working within a small team, a driven, flexible and ‘can do’ approach is required and the 
post-holder may need to perform duties other than those given in the job description to 
further the development of the project. 
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PERSON SPECIFICATION 
 
ESSENTIAL 
 
Knowledge and Skills: 
 

• A degree in a heritage or related discipline OR equivalent knowledge/skills gained through relevant 
experience. 

• An appreciation of Scottish historic building conservation, materials and skills. 
 
Experience: 
 

• Understanding of traditional and digital media, including www and social media. 
• Good digital skills: social media, websites, photography etc. 

 
Skills and Personal Attributes: 
 

• Good written and verbal communication skills. 
• Ability to work independently within the Trust’s small team and to liaise with other partners and 

stakeholders as required. 
 
 
DESIRABLE 
 
Knowledge and Skills: 
 

• Membership of IHBC or similar. 
• Experience in the heritage sector, including historic buildings. 
• Experience in delivering projects with varied partners, stakeholders and volunteers. 
• Track record in digital outreach through press releases and digital outlets such as www. 

 
Experience: 
 

• Understanding of Scottish historic buildings and a familiarity with Perth and Kinross. 
• Experience of traditional building skills training and training pathways. 
• Familiarity with setting, monitoring, evaluating and reporting on project outcomes. 

 
 
 
 
 
Date: 01/08/23 (DS) 
 


