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6 August 2019
Hello and thank you for your interest in the post of Landscape Conservation Area Assistant – South West Essex at Essex Wildlife Trust.  Please find details of this post within this pack.  
This post is permanent and part-time, working 22.5 hours per week. The salary for the post is £11,100 per annum rising to £11,400 per annum after successful completion of probation. 
Please find enclosed with this letter the job description for Landscape Conservation Area Assistant South West.
Essex Wildlife Trust is the county’s leading conservation charity.  We have more than 37,000 members, manage and protect over 8,400 acres of land on 87 nature reserves and 2 nature parks and run 11 visitor centres.  The aim of Essex Wildlife Trust is to Protect Wildlife for the Future and for the People of Essex.  It is supported financially by members, local businesses and grant making organisations.  It is one of the largest of the 46 county wildlife trusts that work together throughout the British Isles as The Wildlife Trusts.

The role is outlined in more detail within the enclosed job description. If you are passionate about wildlife conservation management and enjoy working as part of a team across a diverse range of sites, this could be the job for you. 
If you are interested in working full-time, please also consider applying for the post of Assistant Ranger – Roding Valley Meadows (see https://www.essexwt.org.uk/jobs ).  Whilst applications for the two posts will be assessed separately, they would work well together to form a full-time role for the right candidate.    
I really hope this role interests you. To apply, please complete the application form accessible on this site, giving clear examples as to why you feel you are suited to the role.  Please send the completed form by e-mail to  jobs@essexwt.org.uk by 9am on 
Tuesday 27 August 2019.  Please title your email with the role ‘Landscape Conservation Area Assistant’ and your full name.  Please complete the Equal Opportunities form and send this either by email or by post, addressed to HR at the address above if you wish this to be anonymous.
Interviews will be held on Thursday 5 September or Friday 6 September 2019 at Grange Farm Centre, Grange Farm Lane, Chigwell, Essex, IG7 6DP or Chafford Nature Park Centre, Drake Road, Chafford Hundred, RM16 6RW.
For further information please contact Zoe Ringwood, Landscape Conservation Area Manager – South West, mobile 07791 430250 or e-mail zoer@essexwt.org.uk 
Thank you for your interest in this role. I look forward to receiving your application.

Yours faithfully
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Zoe Ringwood
Landscape Conservation Area Manager – South West
Essex Wildlife Trust Job Description and Person Specification

Landscape Conservation Area Assistant - South West

JOB DESCRIPTION

Job Title: Landscape Conservation Area Assistant - South West

Location: Office base will be at Chafford Gorges Nature Park Centre, Drake Road, Chafford Hundred, RM16 6RW.   
Reports to: Landscape Conservation Area Officer – South West
Responsible for: Approximately 50 volunteers 
Direct responsibility
Reserve volunteers x 50

Financial Responsibilities: 


Income 

 Expenditure  
Overall responsibility 
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Direct Responsibility `
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Job Purpose: As a member of the Landscape Conservation area team, to assist the delivery of Landscape Conservation in the South West area of Essex, assisting on favourable status habitat and species management of EWT area landholdings and assisting the efficient and effective delivery of the Trust’s County conservation and people engagement objectives, in accordance with the EWT corporate strategy and policies.
Responsibility Areas and Key Activities

Service Delivery (70% of time)

· Assist with favourable status habitat and species management and monitoring of EWT landholdings/land agreements within area, ensuring compliance with management plans and the annual review process.

· Provide technical and practical skills for favourable habitat and species management of EWT landholdings/land agreements within area.
· Assist with people engagement objectives on landholdings/land agreements within area, ensuring compliance with management plans and the annual review process.
· Assist with the management and monitoring of Agri-environment schemes on EWT landholdings/land agreements within area, ensuring compliance with scheme plans.

· Assist with all legal aspects of managing landholdings/land agreements are adhered to at all times including leases, management agreements, grazing agreements, protected species legislation, Tree Preservation Orders, fishing and shooting licenses. 
· Assist with compliance for regulations concerning health and safety, cross compliance, planning consents, tree safety, agricultural operations, environmental waste, Public rights of Way, discharge, abstraction and boundary agreements.

· Assist with Landscape Conservation operations at Visitor Centres with landholdings/land agreements within area.
· Under the guidance of the Living Landscapes Coordinator and Landscape Conservation Management Team, assist with delivery of Living Landscapes initiatives/projects within area.

· Under the guidance of the Living Seas Coordinator and Landscape Conservation Management Team, assist with delivery of Living Landscapes initiatives/projects within the county. 
· Under the guidance of the River Catchment Coordinator and Landscape Conservation Management Team, assist with delivery of River Catchment initiatives/projects within area.

· Under the guidance of the Local Wildlife Sites Coordinator and Landscape Conservation Management Team, assist with delivery of Local Wildlife Sites initiatives/projects within area.

· Under the guidance of the Landscape Conservation Planning Coordinator and Landscape Conservation Management Team, assist with planning issues within area.
· Under the guidance of the Biological Record Centre Coordinator and Landscape Conservation Management Team, assist with biological recording within area.
Planning/organising (15% of time)

· Assist with the compilation, implementation and monitoring of Landscape Conservation area plan and annual review process.

· Assist with the compilation, implementation and monitoring of landholding/land agreement management plans and annual review process.
· Assist with the compilation, implementation and monitoring of area budget, in liaison with the Finance Dept.
· Under the guidance of the Landscape Conservation Officer, manage work prioritisation, work schedules and work rota’s.
· Assist with volunteer line management, work prioritisation, work schedules and work rota’s.
· Assist with area Asset Register and vehicles, machinery and equipment from procurement to maintenance. 
· Assist with project management to deliver grant and core funded projects by managing budgets, resources and project teams.
· Assist with the delivery of Landscape Conservation initiatives/projects within area.

Problem Solving/Innovation (5% of time)

· As a member of the area team, to be integral to a solution-orientated culture and to promote this both internally and externally.

· Under guidance from the Landscape Conservation Officer, ensure problem solving/innovation and pro-active development time is input into work schedules and best practice is shared with Landscape Conservation and other Depts. where appropriate for the benefit of EWT.
· Under guidance from the Landscape Conservation Officer, manage reactive tasks by effective prioritisation and distribution of resources, ensuring complaints, emergencies, health and safety issues, animal welfare issues and surveys are dealt within an appropriate time frame.
Communication (5% of time)

· Assist the area team to establish, maintain and develop appropriate communication channels and forums for staff and volunteers befitting the Department structure.
· Under guidance from the Landscape Conservation Officer and in liaison with the Marketing, Fundraising & Communications Dept. promote Landscape Conservation successes using varied media both internally and through local and national media.
· Assist with the establishment, maintenance and development of appropriate communication channels and forums with external statutory/non-statutory organisations and partnerships within area.

· Assist the area team to provide support for the Landscape Conservation Management Team to ensure effective communication with the EWT Senior Management Team and EWT Board of Trustees.
· The post holder will be required to work occasional weekends

People (5% of time)

· Work to EWT’s values – Inspirational, Collaborative, United and Professional and help ensure all area team members fully embrace ICUP in their working practices.

· Assist with individual and team development through training, coaching, shadowing and team culture evolvement, in liaison with the People Support Dept.
· Ensure area staff and volunteers are working to health and safety policy/practice through the implementation of individual and task risk assessments.
· Ensure staff and volunteers adhere to agreed EWT policies.

· Assist the area staff and volunteer recruitment process, ensuring compliance to policy on vacancy requests, advertising, shortlisting, interviewing, inductions and probation. 
· Provide support for people engagement activities on EWT landholdings/land agreements within area and relevant wider EWT events.
To undertake any other duties which are commensurate with the role.
Person specification

Specialist knowledge and experience:

· Knowledge of habitat and species management delivering favourable wildlife conservation

· Knowledge of landscape conservation issues relating to habitats and species

· Proven practical estate management skills and competencies. Relevant vehicle, machinery and equipment certification desirable (Tractor driving (LANTRA), Brushcutting (LANTRA) and/or Chainsaw (NPTC) training can be provided for the successful candidate if they do not already hold these qualifications)
· Proven assistance with the compilation, implementation and monitoring of reserve/site management plans and/or business plans

· Experience of habitat and species monitoring and reporting techniques

· Working knowledge of Health & Safety as it relates to practical landscape conservation operations

· Experience of working with volunteers

· Experience of working with conservation partnerships

· A Level or equivalent qualification, or evidence of equivalent work experience

· Ability to embody and work to EWT values – Inspirational, Collaborative, United, Professional
· Able to undertake strenuous work on nature reserves.e.g. full days coppicing or fencing
· The post holder will be exposed to Hand Arm Vibration and Noise and will therefore undertake on going health surveillance programme

· Full Driving Licence and daily access to a vehicle
EWT rewards: 
· Salary reviewed bi-annually against the market with cost of living consideration annually

· Pension of 3% from you and 5% from EWT for qualifying staff
· Annual leave starting at 25 days, rising by one day a year to a maximum of 28 days + bank holidays

· Enhanced sick pay increasing with length of service

· Enhanced maternity, paternity and adoption pay

· Staff days and staff social

· Merit award scheme (staff nomination of colleagues for awards)

· 10-20% discount in EWT centres

· Professional and developmental training

· Ability to take 2 days out pa to work in another part of the business

· Role related professional membership paid

· Employee Assistance Programme providing advice on many areas for you and your family, plus a counselling service you can access

· Life Assurance 
· The satisfaction of making a difference through working for a conservation charity
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