
 
 
 
 
 
 
 
 

 
TEITL SWYDD / Job Title: Swyddog Cefnogi – 
Support Officer 

LLEOLIAD / Location: Gweithio o adref neu gyda 
clientiaid, gyda’r disgwyliad i gwrdd yn M-SParc unwaith 
yr wythnos.  Telir cyfradd teithio wrth ymweld gyda 
clientiaid. – Working from home or with clients, with the 
expectation to meet up at M-SParc once a week.  Travel 
costs for meeting with clients will be reimbursed.   

ORIAU / Hours: Mae hon yn swydd llawn amser, 
40 awr yr wythnos, ble gewch reoli eich oriau a 
gwyliau eich hun.  Rydym yn agored i gais i 
weithio’n rhan amser. – This is a full-time post, 40 
hours per week, where you can manage your own 
hours and holiday.   We are open to requests to 
work part-time hours.  

ATEBOL I / Reports To: Geraint Hughes a Meinir 
Jones, Grŵp Ymgynghori Lafan 

GYFRIFOL AM / Responsible for: Neb ar hyn o bryd.  – 
Nobody for now.  

CYFLOG / Salary: £23,000-£25,000 y flwyddyn yn 
ddibynnol ar brofiad perthnasol, a chynnig o 
bensiwn safonol NEST. - £23,000-£25,000 p/a 
depending on relevant experience and option for 
standard NEST pension.  

 
PWRPAS Y SWYDD / Purpose of the Role:   
Adding value to Lafan’s purpose by supporting Lafan Consultants to achieve their project outcomes, and for Lafan’s clients to better understand and find 
solutions/ideas/ways forward. This to include researching, preparing case studies, gathering information, carrying out surveys, interviewing and evaluating.   
 
Lafan Consultancy Group offers a range of services – see www.lafan.cymru – and has set an ambitious target of becoming a key rural consultancy company in 
Wales by 2030.  This post is a step towards building a team that will support our clients to “make things happen” to a high standard. 
 
Lafan is very fortunate to work for several clients who share a similar passion and drive to improve the quality of life in rural areas.    
 
Lafan Consultancy Group can offer: 
  - Flexible working hours from home which allows you to organise your work around your life. 
  - Commitment to implement a new structure for the business by end of 2024 that will allow Lafan’s team to be in the driving seat in terms of ownership and 
strategic direction.   
  - Regular support to guide you and to learn about the rural economy. 
  - Opportunity to be part of the ambition to support businesses and communities in rural Wales to thrive. 
  - Work as part of a team that wants to see a strong rural economy and everyone along the supply chain succeeding. 
  - Bilingual working conditions where Cymraeg is set as the default language of communication, and those learning offered encouragement. 
 
You are expected to work minimum of half your hours sometime between 9am and 4:00 pm Monday to Friday.  A review / update session is held once a week.   



 
You will be working closely with Lafan’s Consultants who manage projects for various clients.   
 
We are interested in applications from candidates that can show expertise, track record of delivery and relevant experience in at least 5 of these areas: 

- Design and conduct primary and secondary research to support work delivered for clients. 
- Carrying out interviews/surveys. 
- Experience of designing and delivering services, projects and campaigns 
- Knowledge of research and analytical techniques. 
- Delivering evaluation support to projects with an awareness and understanding of a variety of evaluation approaches.  
- Experience of quantitative and qualitative research and analysis for internal and external purposes 
- Presenting data in an easy-to-understand format. 
- Delivering presentations and training sessions to internal and external audiences regarding research findings. 
- Experience in collating and summarising intelligence and information. 
- Research and preparation of case studies. 
- Making best use of digital technology to run a business.  
- Organising meetings/events.  
- Curating content for digital platforms. 
- Preparing and writing proposals/applications. 
- Final editing of reports.  
- Data science. 

 
You will note from the above list, that we are open-minded in terms of areas of interest we will strengthen through this appointment.  We are equally interested in the 
quality and attitude of the candidate as to the areas of expertise he/she might have to offer.  
 
 
Cyfrifoldebau - Responsibilities Sgiliau/Profiad - Skills/Experience 
Here is a summary of the main duties: 

• Support the work of nurturing strong relationships with Lafan’s clients.  We 
are convinced that by listening and understanding our clients, we can offer 
greater value and grow a mutually beneficial relationship.  

• Manage a portfolio of work briefs at the same time. 
• Submit weekly time records – minimum of 75% of working time needs to be 

delivering client work. 
• Support Lafan Consultants to deliver work and secure commissions from 

clients. 
• Contribute to marketing content to grow brand Lafan. 
• Work closely with colleagues who are passionate making things happen for 

the better in rural areas of Wales.  
• Provide constructive feedback to the rest of the team. 

 
 

Essential: 
• Proven expertise or experience in at least 5 areas listed. 
• A critical thinker.  
• Track record managing and completing work briefs on time. 
• Excellent communicator. 
• Good empathy with people and organisations. 
• Ability to work through various tasks efficiently, independently and 

diligently. 
• Ability to communicate to a high standard in English, both written and 

oral. 
• Ability to follow and contribute to basic conversations in Cymraeg, 

and having a positive attitude towards living and working within a 
bilingual environment.  

• Demonstrate a genuine understanding and enthusiasm for the work. 
• Confidence to suggest new ideas. 



 
 
 
 

• Positive outlook and an open mindset. 
• Relevant experience related to the responsibilities listed. 
• Confidence using IT software. 

 
Desirable: 

• Previous experience working for a consultancy company 
• Ability to communicate to a high standard in Cymraeg, both written 

and oral. 
• Agile leadership qualities.  

 
Cymwysterau - Qualifications 
Essential: 
	

Desirable: 
• A degree in the arts or sciences.  

Rhedeg eich swyddfa - Running your office Erail - Other 
• You will need a suitable space in your home to carry out this work. 
• You will have access to cloud files and an email address @lafan.cymru   
• You will be expected initially to have your own PC or laptop to carry out the 

work, using the company's cloud-based provisions. 
• You will need good internet connectivity from your office - if you can stream 

video, then you should have enough connectivity to get the job done. 
• A 'VOIP' phone can be offered, to enable you to make and receive calls 

through a dedicated Lafan Consultancy Group phone line OR a work mobile 
phone will be provided. You will be asked to turn off the phone to an 
answering machine when not working to avoid disruption. 

• It is important to Lafan that you can disconnect from work when you are not 
working unless there are extreme or urgent circumstances. For this reason, 
you will not be expected to respond to emails or messages immediately.	

A full UK Driving 
License and access to 
car  

Desirable. 

A willingness to work 
outside normal 
working hours 

Not on a regular basis, occasionally.  For example, 
Lafan is expected to deliver workshops in the 
evenings, or overnight stays might be needed. 

A willingness to travel Yes.  Although Lafan encourages the use of virtual 
meeting platforms to review and manage on-going 
work, it is important to meet clients face-to-face as 
well.  

Holiday Holiday pay will be calculated pro rata per quarter 
based on 5.7 weeks of holidays per year. You are 
expected to manage your own leave time and 
inform 4 weeks in advance.  Lafan is happy to 
accommodate leave with a shorter notice period if 
possible.   



Future business structure 
Lafan will be applying for ISO9001 accreditation in 2023 and is currently reviewing options to evolve the business structure appropriately as it grows, and to 
implement the new identified structure by end of 2024.   

 
 
HOW TO APPLY?  
  

1. E-mail copy of your CV ( max 2 pages) and an example of a piece of work you’ve completed in the last 12 months, along with 
cover letter (max 500 words) stating why you’d like to be considered for this post, to geraint@lafan.cymru and meinir@lafan.cymru   
2. Closing date is Monday, 24th April 2023.  Applications can be submitted up to midnight of the closing date.  
3. Applications are welcomed in Cymraeg or English.  
4. Our next step after closing date will be to meet up with a shortlist of applicants.  This is likely to be Wednesday 4th May or/and 
10th May 2023.  We aim to appoint by end of May 2023.    
5. Please e-mail if you’d like to discuss the post.   

  
  
Thank you for taking the time to read this and showing interest in the work carried out by Lafan Consultancy Group.   
 


