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1. A Welcome from Johanna Boyd, Chief Executive 

Thank you for your interest in our newly created post of Director of Operations.  

 

Our vision at PAS is one of an inclusive society where communities are at the heart of decision-

making about their places. Our aim is to help individuals and communities navigate the planning 

system and positively shape the future of their places. 

 

To achieve this vision, we raise awareness of the planning system; support and promote 

participation in planning decision-making processes; identify and overcome barriers to inclusive 

participation; create safe spaces that promote collaboration; and enable a culture of on-going 

dialogue that allows all voices to be heard. 

 

For the last decade, we have operated not only as a charitable organisation, but also as a social 

enterprise. This shift has empowered the organisation to flourish and grow, giving us greater 

flexibility to respond to the changing needs of the communities that we serve. It has also allowed us 

to better support our partners in local authorities and public bodies and raise the bar for community 

engagement in the planning system. 

 

As a result of the changes and growth in our organisation, we are now looking to appoint a dynamic 

individual to the newly created post of Director of Operations. The successful candidate will help us 

drive forward innovation and delivery, both within the organisation and with our external projects 

and partners. 

 

Following the Planning (Scotland) Act 2019, the planning system in Scotland is now going through a 

period of intense change. PAS is at forefront of supporting and leading on many of these changes for 

the benefit of communities across Scotland. 

 

This is an exciting time to join our dynamic, ambitious and responsive organisation, to help deliver 

innovative solutions that support communities improve their places right across Scotland. Whilst we 

enjoy talking about our work, what we really love is seeing projects and initiatives delivered on the 

ground. The right candidate will bring their leadership and creativity to help us do just that. 

 

Should you wish an informal discussion about the role, please reach out using the contact details at 

the end of the document. 

 

Thank you. 

 

 
 

Johanna Boyd, 

Chief Executive 
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2. Our Organisation – introducing PAS 

About PAS: 

• We are a charity and social enterprise that helps individuals, communities and business 

start-ups to navigate the planning system and shape the future of their places in an 

accessible and inclusive way. We help individuals and communities have conversations that 

can lead to change. 

• The places where we live, work and play have an enormous impact on how we live our lives. 

For this reason, we believe in participatory placemaking, where everyone has an opportunity 

to influence the future of their local place. 

• Established in 1993, we are a charitable organisation, limited by guarantee, also operating as 

a social enterprise. The Scottish Government provides a core grant to support the delivery of 

our Advice Service. Other funding comes through the organisation’s social enterprise 

activities including project delivery, partnership working and the provision of training. 

• Volunteering is at the heart of what we do. We are a volunteer-led organisation, with a 

network of over 400 specialist volunteers, professionals from across the built environment. 

The Scottish Government highlighted our volunteering model in the National Volunteering 

Framework (case study on pg23). 

 

About our work: 

• The Advice Service that we offer provides free, impartial and confidential advice to 

individuals, communities and business start-ups, provided by our specialist volunteers 

(mainly chartered planners). 

• We provide training on skills development, community engagement and facilitation for 

community groups, planners, elected members and public bodies, as well as to seldom-

heard groups who often cannot readily engage in the planning system, including children 

and young people. 

• We take a facilitation-based approach, striving to ensure that all voices are heard and that 

communities feel confident to take ownership of plans for their community. We support 

communities to develop and deliver their own community-led plans and Local Place Plans. 

• Our work is focussed on delivering key objectives, including improving participation, 

reducing poverty, helping Scotland address the climate challenge and helping our partners in 

local government and public bodies improve their delivery.  Read more about our strategic 

priorities here. 

• Our partners include the Scottish Government, local authorities, public bodies, community 

councils, development trusts, community and third sector organisations, housing 

associations, higher education providers and more. We also provide regular internships and 

have agreements with the University of Glasgow, the University of St Andrews School of 

Medicine, and Stirling University. 

• We established and continue to provide the secretariat for the Scottish Alliance for People 

and Places, chaired by former First Minister Henry McLeish. 

 
 

https://www.gov.scot/binaries/content/documents/govscot/publications/strategy-plan/2019/04/volunteering-national-framework/documents/volunteering-national-framework/volunteering-national-framework/govscot%3Adocument/volunteering-national-framework.pdf
https://www.pas.org.uk/wp-content/uploads/2022/05/PAS-Strategic-Summary-Infographic.pdf
https://www.pas.org.uk/wp-content/uploads/2022/05/PAS-Strategic-Summary-Infographic.pdf
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3. Our Culture – how and where we work 

Our staff team has a friendly and supportive working culture that prioritises staff wellbeing and 

flexible working. Whilst the work can be busy and demanding, we believe that a happy team 

produces the best work. 

 

One of our strategic priorities as an organisation is a commitment to being a learning organisation. 

This focus on learning from what we do allows all team members to contribute ideas and feedback 

and enables us to test, trial and innovate new ways of working to deliver better outcomes and a 

happier team. 

 

We have an office in Edinburgh city centre (not fully accessible). We currently have 9 staff members, 

who are encouraged to work flexibly between home and the office. At present, staff work primarily 

from home, working from the office when that makes sense. 

 

The office is most often used for in-person meetings, monthly all-staff meetings and for staff 

preparing materials for training events etc. We have weekly team meetings for which some staff 

choose to come in-person to the office, and others (particularly those who live further afield) 

connect via video conferencing. 

 

We are currently in the middle of a flexible working/4-day week pilot, running from February to April 

2023. While it is too early to predict the outcome of this pilot, it is nonetheless clear that the 

organisation is committed to enabling staff to work flexibly and trialling new approaches. 

 

PAS is an equal opportunities employer. Please contact us if you would like to discuss any additional 

support needs. 
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4. The Opportunity – Director of Operations 

Reporting to the Chief Executive, the Director of Operations is a new role for the organisation, a 

step-up from previous operational roles, reflecting the development of PAS and the growth of our 

social enterprise arm of activities. 

 

The post of Director of Operations will be responsible for: 

• ensuring co-ordination of our workstreams across the organisation 

• delivering our services, in collaboration with the Chief Executive and the staff team 

• ensuring operational effectiveness 

• leading the development of income generation for our social enterprise activities 

• maintaining the quality of service delivery 

• the development and implementation of organisational strategies, policies and practices 

 

More specifically, the Director of Operations post will lead on the following three areas: 

 

1. Social Enterprise Activity 

• Lead the development of income generation as part of the organisation’s social enterprise 

activity including applications for project funding and responding to tenders and bids 

• Liaise with PAS partners and other clients on the requirements for place facilitation, training, 

SP=EED and other projects and training associated with the social enterprise activity 

• Oversee the delivery of PAS training and projects 

• Assist in the production of activity reports to funders and partners 

2. Operations 

• Develop the operational systems, processes and policies in support of the organisation’s 

strategy and operational plan; specifically support management reporting, information flow, 

business process, evaluation and organisational planning 

• Ensure that feedback in relation to all service provision is collated and kept up to date for 

use in tenders/bids and communications activity 

• Monitor the complaints and compliments procedure and ensure its application 

• Assist in ensuring effectiveness and efficiency of each PAS portfolio holder/manager as well 

as coordination and communication between support and business functions 

• Line manage other members of the PAS staff team and conduct annual appraisal processes 

as appropriate 

• Chair regular staff meetings to ensure integration/co-ordination of services 

• Develop appropriate mechanisms with relevant PAS managers to meet demand for PAS 

training and services 

• Attend regular strategy meetings with CEO, and other members of the PAS staff team as 

required, regarding operational planning and delivery 
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• Contribute to the strategic and short/long-term organisational/operational development of 

PAS 

• Develop appropriate monitoring, evaluation and other support systems and procedures to 

ensure the efficient delivery of our key services 

• Ensure operational compliance with GDPR 

3. Strategic Development 

• Champion PAS and be an ambassador for the organisation’s work 

• Build strong relationships with relevant external and partner organisations and help inspire 

and motivate other members of the team to do the same 

• Represent PAS at seminars, conferences and other partner meetings and briefings as 

required 

• Deputise for CEO as required 
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5. Preferred Candidate Background 

• We are looking for a dynamic individual who can bring both their creativity and operational 

management to develop the team and grow the organisation. 

• Experience in the planning/placemaking, community development and/or third/social 

enterprise sectors would be beneficial. 

• Experience or a demonstrable interest in planning or placemaking would be an advantage. 

Where a candidate does not have experience in the planning/placemaking, we would 

encourage them to consider how their experience and skills connect to improving places. 

 

• By planning, we mean the development and use of land. By placemaking, we mean the 

wide range of activities/services that relate to the improvement of a place, for example, 

areas that have important connections to placemaking include health and wellbeing, 

active travel, play, etc. 

• Further information about some of the changes currently taking place in the planning 

system in Scotland can be found on our blog and on the Scottish Government’s 

Transforming Planning website. 

 

The post holder will have excellent: 

• excellent project management skills 

• excellent verbal and written communication skills  

• excellent presentation and facilitation skills 

• digital and IT skills 

 

The post holder will have a solid understanding of: 

• national and local government and the changing policy and funding environments in which 

they operate 

• the third and social enterprise sector as well as the private sector 

• the role of community groups and promotion of community engagement 

 

The post holder will have a track record of: 

• securing opportunities for income generation 

• partnership working with other organisations 

• a collaborative work style and a commitment to getting the job done 

 

The post holder will be able to: 

• deputise for CEO 

• motivate staff in a changing environment 

• challenge and debate issues of importance to the organisation 

• be persuasive with details and facts 

• delegate responsibilities effectively 

• work flexibly e.g., travel when necessary occasional evening/weekend events 

  

https://www.pas.org.uk/news/national-planning-framework-4/
https://www.transformingplanning.scot/
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6. Remuneration & Annual Leave 

Salary: 

• £45,000 – £51,500 

 

Pension: 

• Employer contribution is 8.5% 

• Employee pays (age/10)-1 

 

Annual leave 

• Leave entitlement of 25 days 

• + following a minimum of two years’ service, one additional day of leave per year, up to a 

maximum of five days 

• + ten public holiday days 

• + three days where the office is closed between Christmas and New Year 

 

 

7. The Recruitment Process 

For more information or an informal discussion, interested candidates should contact Johanna Boyd, 

Chief Executive: johanna@pas.org.uk 

 

Interested candidates should complete the application form, detailing your motivation and 

suitability for the position, as well as completing the Equal Opportunities Monitoring form. 

 

Applications should be submitted by email to Johanna Boyd: johanna@pas.org.uk 

 

Key dates 

• Application closing date     22 March 2023 (5pm) 

• Interview date for shortlisted candidates  29 March 2023 

 

mailto:johanna@pas.org.uk
mailto:johanna@pas.org.uk

