[image: image1.png]Y

wildlife

TRUSTS

ESSEX
Wildlife Trust





Date as Postmark

Dear Sir/Madam,

Thank you for your interest in the post of Wildlife Sites Officer.
Please find enclosed with this letter a copy of the following information about the post.


Job Description - Wildlife Sites Officer


Person Specifications - Essential skills


Terms and Conditions of Employment


Staff Structure within Essex Wildlife Trust

Application form
Essex contains many areas of great ecological value. There are more ancient woodlands in Essex than any other eastern county; we have floodplain grassland and other associated rivers, coastal marshes and shingle, estuary, shallow seas and islands that are of European importance.  There are remnants of heathland and scrub-invaded heath, water bodies from large reservoirs to small ponds.  Seventy two per cent of Essex is farmed and there are mosaics of interesting farmland and ancient field systems, urban green space and brownfield sites, hedges of high ecological importance and other corridor habitats such as green lanes and special verges.  In addition, Essex contains many important geological sites and important landscape areas. 

Wildlife Sites, also referred to as Local Sites, Sites of Interest for Nature Conservation and County Wildlife Sites, are areas of significant wildlife interest which are designated at a county level. Wildlife Sites actually harbour the majority of the counties valuable wildlife. It is increasingly recognised that only by reducing the isolation of these sites will we ensure the conservation of wildlife. Greater importance must therefore be placed on protecting and enhancing the wider countryside through our Living Landscapes visions.
Establishing links between designated sites, including Wildlife Sites, is of the highest priority. Target areas will be identified where Wildlife Sites form links between other areas of important biodiversity habitats including nature reserves and Sites of Special Scientific Interest, and will enable biodiversity gains to be secured across wider areas. A plan will be required to identify target areas, undertake surveys, advise on environmentally sustainable land management and encourage farmers and landowners to undertake habitat creation, restoration and management work that contribute to the overall biodiversity of Essex. 

This is an excellent opportunity for the right person to apply their conservation knowledge, identification and IT skills and promote good conservation and wildlife issues to a wide audience and have an important role in conserving and enhancing the wildlife in Essex. It is also a great opportunity to encourage and motivate others in improving the biological recording within Essex. 

To apply for the post please return the application form together with your full CV and covering letter explaining why you are suited to the post, bearing in mind the essential skills for the post. 

Your application MUST reach our headquarters address by 9 a.m. on the 20th February 2012. 

Interviews will take place on 1st March 2012 at Abbotts Hall Farm, with appointment soon after. If you are selected for interview, we will telephone you and confirm in writing. If you have not heard from us by the interview date, you have not been successful and we take this opportunity to thank you for your application.

We look forward to hearing from you.

Yours sincerely,

Andrew May

Conservation Manager

ESSEX WILDLIFE TRUST








JOB DESCRIPTION WILDLIFE SITES OFFICER (January 2012)
Location

Essex Wildlife Trust, Abbotts Hall Farm, Great Wigborough, Colchester, Essex. 

Responsibility to

Conservation Manager  who is line managing this post.

Overview

Essex Wildlife Trust aims to protect wildlife for the future and for the people of Essex.  
It is a registered charity and a company limited by guarantee.  It is one of 47 Wildlife Trusts which form the Royal Society of Wildlife Trusts.  The staff of Essex Wildlife Trust and its subsidiaries Essex Wildlife Sales, Essex Ecology Services and Chafford Gorges, work alongside large numbers of volunteers and work within the policies and budgets agreed by the Board of Trustees and set out in the Strategic Plan.  We are a dynamic and fast growing organisation with many opportunities, both to maintain our existing activities and to take on important new initiatives.

Main aim of the job

Since the mid-1980s, Essex Wildlife Trust has coordinated the system for identifying and notifying Local Wildlife Sites (previously known as Sites of Interest for Nature Conservation, or SINCs) in the administrative areas of Essex, Thurrock and Southend. There are now more than 1649 sites in Essex, covering a total area of over 15,864 hectares. They range from small churchyards, to hay meadows through to large areas of grazing marsh.

Local Wildlife Sites (LoWS) are an increasingly important aspect of conservation, and are critical to the maintenance of biodiversity, planning for sustainable development, the targeting of Environmental Stewardship and other schemes, and the maintenance and re-establishment of ‘living landscapes’. The Wildlife Sites Officer is the main point of contact for local authorities, land owners, statutory government agencies, other nature conservation charities and members of the public seeking advice in relation to Local Wildlife Sites; with a particular emphasis upon providing support to owners to ensure sympathetic nature conservation management.  In addition, there is a need for maintaining the county register of sites in the form of an MS Access database and associated ESRI ArcView geodatabase; and for maintaining, and updating when required, rigorous and transparent systems for the identification of sites, including a clear decision-making process based on agreed selection criteria and survey protocols.

Main responsibilities

To manage the Local Wildlife Sites system for Essex. This is to include:

Gathering and managing data on the nature and condition of Local Wildlife Sites.

To administer the Essex Local Wildlife Sites register and ensure that the Essex Local Wildlife Sites Website and associated google map register are up to date.

Working towards establishing a Essex Local Wildlife Sites Partnership and Essex Local Wildlife Sites Selection Panel to facilitate the identification and de-selection of sites.

Maintaining and updating relevant map data using GIS.

Disseminating data on the location, extent and biodiversity interest of Local Wildlife Sites.

To Liaise and work with private landowners, local authorities and other relevant partners, to maximise the number of Essex Local Wildlife Sites in Positive Conservation Management 
To be aware of various grants and funding opportunities to support LoWS owners and the Local Wildlife Sites process.

Promoting and coordinating with Local Planning Authorities (LPA) a programme of LoWS reviews, and where appropriate secure Service Level Agreements (SLA) to achieve these.

Where appropriate, undertaking field survey work on LoWS.

Ensure that those involved with selecting and maintaining Local Geological Sites in Essex are also involved in the work of the Local Wildlife Sites partnership. 

In association with EECOS, local authorities and other relevant partners, continue to refine and develop the criteria for Local Wildlife Site designation.

To liaise with the Living Landscapes Coordinator and Living Landscapes team indicator leaders to facilitate achieving Positive Conservation Management targets in the key Living Landscapes.

To liaise with other members of the conservation department, and provide appropriate technical support including provision of maps and other data.

To liaise with and advise officers responsible for dealing with planning issues, in order to inform the Trust’s responses to planning applications and strategic planning issues.

To respond to enquiries for information on Local Wildlife Sites.

To maintain a secure database of landowner contact details and other relevant site information.

To ensure budgets are prepared and once approved are strictly adhered to.

To co-ordinate and oversee practical tasks. 

Other responsibilities
To actively encourage membership of the Trust

To carry out monitoring work, in liaison with the Conservation Manager, as and when required.

To work with and support the work of the Essex Biodiversity Project.

To provide biological information for the preparation of the annual conservation programmes.

To help organise, prepare information for and participate in regular meetings relating to conservation issues.

To prepare and contribute to scientific and conservation papers/articles on results of survey, monitoring and research work.

To contribute to and complete the 1:1 monthly and annual Review process to ensure that job objectives are attained and those personal development objectives can also be addressed.

To undertake other tasks as directed by the Conservation Manager.

PERSON SPECIFICATIONS WILDLIFE SITES OFFICER 
Essential skills

· Excellent knowledge of ecology and conservation management on a wide range of habitats.

· Excellent identification skills, mainly botany.

· A degree or equivalent in the relevant field.

· Ability to communicate to a wide and varied audience.

· Proven experience of species and habitat survey work

· Proven experience to produce reports and / or scientific articles.

· Demonstrable experience and proficiency with a range of IT software, including a good standard of word-processing skills, spreadsheets or databases. GIS (Arc view), GPS packages and map production.

· Experience and proficiency in working co-operatively with others to achieve common goals with an understanding of the need for flexibility and adaptability

· Knowledge of the planning system.

· Ability to undertake practical tasks with volunteers.

· Full vehicle driving licence.

TERMS OF EMPLOYMENT

Name of Employer: Essex Wildlife Trust
Title of Post: Local Wildlife Sites Officer
A detailed job description is available but this does not form part of the terms of employment. 

Responsible to: Conservation Manager who is Line Manager for this post. 

Place of Work: Abbotts Hall Farm, Great Wigborough, Colchester. CO5 7RZ. 

Hours of Work: 37.5 hours per week, normally 7.5 per day excluding lunch breaks and other breaks. Normal office hours are 9 am to 5 pm, however, work will be required outside these hours, including some work at evenings, weekends and Bank Holidays for which time may be taken off in lieu. 

Itinerary: You must complete a staff itinerary in advance for each week for your Line Manager to read, this must show the days you are working, the hours you intend to work and indicate key jobs you are undertaking.  This is held on Microsoft Outlook Calendar. Instructions are in the Staff Handbook on the ‘U’ drive, or Sharepoint. 

Salary: Up to £22,607 per annum depending on experience and qualifications and subject to review with your line manager.  Salary is paid monthly in arrears.  If for some reason it is clear that the Trust has over paid or under paid on one month it will adjust this by deduction or addition on the next month.  Rates of pay are reviewed in November each year. Details of salary during Probationary period will be set out in your letter of appointment.  

Travelling: A van is provided for Essex Wildlife Trust related work. When using your own vehicle for work a mileage allowance is payable.   The current rates are 45p per mile up to 4,000 miles p.a., then 29p per mile between 4,001 and 10,000 miles p.a. and 21p per mile above 10,001 miles p.a., 29p per mile for motorcycles, 25p per mile for bicycles. An additional 5p per mile can be claimed by a member of staff who is using their private vehicle on Trust matters and where they have at least one other person (staff or volunteer) travelling in the vehicle on Trust matters.  When you make a travel claim you will be asked to confirm that your private vehicle is appropriately insured, taxed and has an MOT (where applicable).   

Annual Leave: Our holiday year runs from 1st January to 31st December. For a complete holiday year full-time staff are entitled to 23 working days in addition to days in lieu of statutory bank holidays rising to 25 days after 5 years service.  If you commence work part way through the holiday year, you need to base your entitlement on the remaining complete months in that holiday year.
You will not normally be able to take more than 3 consecutive weeks as holiday and at least three working days must be taken between November 1st and March 1st.  Annual leave must normally be taken in the calendar year it is due, but some days can be carried over with agreement of the Line Manager providing they are taken by 31st March of the following year. 
If you leave your employment your holiday entitlement will need to be recalculated for the completed months that you have worked in that holiday year. Discuss any over taken holidays with your line manager.
Probationary Period: 6 months during which time the employer or the employee may terminate the employment upon one week's notice.  
Length of Contract: (normally we offer permanent posts.  However, if you are aware that funding is limited to a particular period, please state this).

Other Expenses:  Other legitimate claims for expenses on Trust business can be made on the appropriate claim form (E2010) providing these have been agreed in advance by the appropriate Budget Head.  
Pension:  Membership of the Royal Society of Wildlife Trusts Retirement and Death Benefits Scheme is available if requested after successful probation or alternatively 4% of gross salary will be paid as a contribution to Personal Pension Plan approved by the Trust providing the member of staff also contributes 3% to that plan.

Notice: After the probationary period, one month's notice of termination of employment is required by either side.  The Employer is required to give one additional week of notice for each completed year of continuous employment exceeding 4 completed years to a maximum of 12 weeks notice. The Trust may direct a staff member to take any outstanding holiday during the period of notice. 
Disciplinary, Grievance and Appeals Procedures: Clear procedures for dealing with any Disciplinary matter or Grievance or Appeal are set out in a separate document as part of the staff handbook that may need to be updated from time to time and does not, therefore, form part of these terms of employment.

An employee should take any Grievance or Appeal in the first instance to the Line Manager to whom he/she is responsible.  Any Disciplinary matter will, in the first instance, be raised by an Employee's Line Manager.

Retirement Age: The Trust does not operate a compulsory retirement age for its employees.

Maternity Leave and Paternity Leave: Terms are available on request.  The Trust will, of course, observe any statutory requirements, as varied from time to time.  

Sickness and Sick Pay:

A member of staff who is not able to attend work must notify their line manager as soon as possible on the first day of the absence. This notification should be before 10.00 a.m. except in exceptional circumstances.

A friend or relative may make contact on behalf of the member of staff, but the member of staff retains responsibility and must personally make contact with her/his line manager as soon as s/he is able.

The line manager must be informed of the reason for absence, the possible length and likely return date and any medical advice that has been given which relates to the return to work.

If it is not possible to give a return date, the member of staff should make contact at least every three days and must submit any relevant documentation as soon as possible.

Failure to follow the notification procedure given above may result in the absence being recorded as unauthorised.

On return to work the individual should participate with the line manager in a conversation to discuss the absence and the reason for it. One of the purposes of this conversation will be to establish whether the line manager can provide any support to the employee which could facilitate attendance at work in the future.

The individual should agree on request to be interviewed and/or examined by an occupational doctor nominated by the Trust, and the Trust will meet all related expenses.

If a member of staff is absent for 1 – 3 calendar days inclusive they should complete Part A of the Appendix 2 Form Statement of Sick Absence and forward this to their line manager and the CEO’s PA for confidential filing.  Appendix 2 Statement of Sick Absence Form is available from Trust Main Offices, from the Computer U Drive under Staff Information – Forms, or Sharepoint.

If a member of staff is absent for 4 - 7 calendar days inclusive, they should complete and submit both part A and part B of Appendix 2 Form Statement of Sick Absence as a self-certification form to their Line Manager on return to work. The form will then be forwarded to the CEO’s PA for confidential filing.

If a member of staff is absent for 8 or more calendar days, a Statement of Fitness for Work (provided by the GP) is required covering them from the 8th day of absence and should be sent promptly to the line manager who will pass it to the CEO’s PA for confidential filing. If the absence continues beyond the period covered further statements are required until a return to work.

Sick pay entitlements increase in relation to the time that a member of staff has been in continuous employment with the Trust or its subsidiaries.  The following are the total amounts of sick pay that a member of staff is entitled to receive during any 12 month period as a result of sick absence which has been properly notified to the Trust.  (For these purposes the 12 month period is a rolling period of 12 consecutive months calculated from the first day of absence).

Up to one year’s continuous service

Two weeks full pay, two weeks half pay

After one year of continuous service

One month’s full pay, one month’s half pay

After three year’s continuous service

Two months full pay, two month’s half pay

After five year’s continuous service

Three months full pay, three months half pay

If statutory sick pay (SSP) is for a longer period than any of the above then SSP will be paid to the end of that longer statutory period.  In order to qualify for sick pay then staff must follow the procedure set out in their contract and in this policy.  If there are exceptional circumstances then the Trust will use discretion and this would involve the Line Manager discussing the circumstances with the CEO who would come to a decision.

Full details relating to sickness and sick pay are found in the Staff Handbook.

Contact outside office hours:  The Trust or its officers may need to contact you outside office hours for important Trust business. 

Redundancy: The Trust will, of course, observe any statutory requirements with regard to redundancy. The details are available on request but as these are complicated and are changed from time to time, the details cannot form part of these terms of employment.

Statement of Health and Safety Policy: The Trust provides a copy of this statement for all staff and expects its staff to comply with this statement. This policy has to be reviewed regularly and therefore the detail is not part of the terms of employment.

Staff Handbook: A staff handbook is available for all Trust staff on the Intranet.  It must be understood that this handbook and the details in it form clear guidance to staff, but do not form part of a contract of employment.   It is to be found on the intranet, or a member of staff can request a copy if they do not have access to the intranet.  

Copyright: Copyright material created during employment is the property of the Trust.

Confidentiality: You shall not use or disclose to any person either during or at any time after your employment with the Trust any confidential information about the business affairs of the Trust, or about any other matters which may come to your knowledge in the course of your employment. For the purposes of this clause, confidential information means any information or matter which is not in the public domain and which relates to the affairs of the Trust. 

The restriction in this clause does not apply to: 

(a) prevent you from making a protected disclosure within the meaning of section 43A of the Employment Rights Act 1996; or 

(b) use or disclosure that has been authorised by the Company, is required by law or by your employment 

Right to Change Terms of Employment: We reserve the right to make reasonable changes to any of your terms of employment. You will be notified in writing of any change as soon as possible and in any event within one month of the change. 

Third Party Rights: The Contracts (Rights of Third Parties) Act 1999 shall not apply to this agreement. No persons other than you and the Trust have any rights under this agreement and this agreement shall not be enforceable by any person than you and the Trust. 

References: The Trust must receive references that it considers satisfactory. At least one of these must be from your current or most recent employer.  

Qualifications: The Trust must receive evidence that you hold the qualifications relevant to the post. 

Criminal Records Bureau Checks: Note that if this post is within Education or you are required to have the qualification of a Chartered or Certified Accountant you will be subject to CRB background checks.  Convictions affecting your ability to work in these posts may result in termination of the post.  A criminal record is not necessarily a bar to working with the Trust.

 



                     












APPLICATION FORM 
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APPLICATION FOR THE POST OF ……………………………………..

(This information will be confidential to the Interview Panel and the line manager) 

APPLICANT'S FULL NAME:  


HOME ADDRESS:  




 TEL NO: DAYTIME 
__________


 TEL NO: EVENING 
__________
EMAIL ADDRESS___________________________________________________________

	ESSENTIAL SKILLS

Please outline what experience you have to meet the following Essential skills for this post.

Please feel free to expand the reply boxes or use a separate sheet if you wish to give us further information.

	Excellent knowledge of ecology and conservation management on a wide range of habitats. 

	

	Excellent identification skills, mainly botany.

	

	A degree or equivalent in the relevant field.

	

	Ability to communicate to a wide and varied audience.

	

	 Proven experience of species and habitat survey work

	

	Proven experience to produce reports and / or scientific articles.

	

	Demonstrable experience and proficiency with a range of IT software, including a good standard of word-processing skills, spreadsheets or databases. GIS (Arc view), GPS packages and map production.


	

	Experience and proficiency in working co-operatively with others to achieve common goals with an understanding of the need for flexibility and adaptability

	

	Knowledge of the planning system.
.


	

	Ability to undertake practical tasks with volunteers.

	

	Full vehicle driving licence

	


	QUALIFICATIONS

If you are invited for an interview we will require evidence of the qualifications you have referred to in your application.


REFEREES

We will contact you before we take in references, but please give the name, address, telephone number 
and email of two referees, stating how long you have known them and in what capacity. One should be 
your current or most recent employer who is giving a reference on behalf of that company. 

	REFEREE 1
Name:


	REFEREE 2
Name:



	Job Title:


	Job Title:



	Address:


	Address:



	Telephone Number:

	Telephone Number:



	Email address:


	Email address:



	How long you have known them:


	How long you have known them:



	In what capacity you have known them:


	In what capacity you have known them:




	DATA PROTECTION
I hereby give my consent to Essex Wildlife Trust and its subsidiaries processing the data supplied in this application form for the purpose of recruitment and selection.




In addition please prepare: A FULL CURRICULUM VITAE INCLUDING YOUR EDUCATIONAL QUALIFICATIONS AND CAREER HISTORY, A COVERING LETTER EXPLAINING WHY YOU THINK YOU ARE SUITABLE FOR THE POST.  Thank you.

DECLARATION

I declare that the above information together with my CV and covering letter are to the best of my knowledge complete and correct. Please note: Any false, incomplete or misleading statement may 
lead to dismissal from the Trust.

Signed by the Applicant:  
  Date:  


To assist us with adverts please tell us where you saw this advert 

____________________


Please return to:

Essex Wildlife Trust, Abbotts Hall Farm, Great Wigborough, Colchester, Essex, CO5 7RZ 
or e-mail to admin@essexwt.org.uk
Essex Wildlife Trust


Company Registered


No 638666 England





Registered Charity


No 210065





VAT Registered


No 945 7459 77





Abbotts Hall Farm


Great Wigborough 


Colchester, Essex 


CO5 7RZ





Tel  01621 862960


Fax 01621 862990





E-mail


admin@essexwt.org.uk


Website


www.essexwt.org.uk








BOARD OF TRUSTEES





TRUST FORUM & TRUST MAIN COMMITTEES


WHICH REPORT TO THE BOARD.


CONSERVATION, RESERVES MANAGEMENT,


PEOPLE & WILDLIFE, HUMAN RESOURCES, FINANCE





CHIEF EXECUTIVE OFFICER





Personal Assistant





FUNDRAISING & MARKETING MANAGER





EECOS MANAGER





FINANCE & SERVICES MANAGER





PEOPLE & WILDLIFE MANAGER





SALES COMPANY MANAGER





SENIOR RESERVES MANAGER





CONSERVATION MANAGER





 








Sen Schools Outreach pt


Schools Outreach pt





Sen Forest Schools pt


Forest Schools pt





Seasonal Education Officers





Centre Assistants





Hanningfield


Centre Manager & Team Leader


Education Officer


Warden


Asst. Centre Manager pt





Langdon


Centre Manager & Team Leader


Education Officer pt


Warden


Asst. Educ. Officer pt


Lake/Meadows Off pt


Haven Asst. Manager pt





Thorndon (Centre only)


Centre Manager


Asst. Centre Manager pt


Centre Asst. pt


Seasonal Educ. Officers pt





Thurrock Thameside


Site Manager & Team Leader


Centre Manager


Education Officer


Warden





Abberton


Sen Warden & Team Leader


Centre Manager


Education Officer 


Seasonal Educ. Officer


Asst. Warden pt





Bedfords


Education Officer & Team Leader


Centre Manager


Asst. Centre Manager pt





Chafford


Centre Manager & Team Leader


Community Wildlife Off


Warden


Seasonal Educ. Officer pt





Fingringhoe


Centre Manager & Team Leader


Education Officer


Warden





+ New Reserves with Centres








Conservation Officer pt


Wildlife Sites Officer


Records Officer


Living Landscapes Co-ordinator


Living Seas Officer


Water for Wildlife Off


Biodiversity Coordin.


   Biodiversity Off








Essex Wildlife Trust


Revised Structure from 9.5.2011


Last Update 1711.2011





Finance Supervisor


Asst. Bookkeeper


Asst. Bookkeeper


Asst. Bookkeeper pt





Trust Secretary


Asst. Secretary


Asst. Secretary


Asst. Secretary pt


Cleaner pt





IT Manager





Volunteer & Staff Off pt





HR Officer pt





Env. Projects Programme Manager


Env. Projects Manager


Env. Projects Manager Southend





Media & Marketing Off


Media & Marketing Asst. pt





Membership Officer


Asst. Memb Secretary pt





Fundraising Officer





Corporate Manager


Fundraising Asst pt


Corporate Coms pt


Corporate Officers pt





Ingrebourne PM (seconded)





Reserves with Centres





Senior Ecologist


Senior Ecologist


Ecologist


Asst. Ecologist








Reserves Manager S pt


Reserves Officer


Blue House Warden


Blue House Asst. Warden








Reserves Manager/PO


Tollesbury Warden


Lt Haven Warden








Reserves Manager NE


Reserves Officer


Colne Point Warden pt


Abbotts Hall Farm Manager


Tiptree Heath Warden pt








Reserves Manager NW


Reserves Officer


Roding Valley Warden


Asst. Ranger pt













