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	Job Description




---------------------------------------------------------------------------------------------------------------------------------
 1.	IDENTIFICATION OF JOB
---------------------------------------------------------------------------------------------------------------------------------
Job title	  -	Biodiversity Information Assistant

Responsible to	  -	WWBIC Manager

Responsible for	  -	Data mobilisation 
---------------------------------------------------------------------------------------------------------------------------------
 2.	OVERALL PURPOSE OF JOB
---------------------------------------------------------------------------------------------------------------------------------

To process biodiversity information from paper and electronic formats into the WWBIC species database.

---------------------------------------------------------------------------------------------------------------------------------
 3.	MAIN RESPONSIBILITIES & ACTIVITIES
---------------------------------------------------------------------------------------------------------------------------------
The post-holder will be required to:

a) Accurately  digitise biological records for incorporation into WWBIC databases 
b) Adhere to data procedures in line with WWBIC policy, (validation, verification, duplicate checking)
c) Keep all required logs up to date
d) Work closely with, and undertake other tasks as directed by the WWBIC Senior Species Data Officer in relation to this role.
e) Liaise with county recorders, WWBIC staff and Wales LERCs during operations to avoid duplicated data entry
f) Develop their knowledge of taxonomy.
g) Occasionally visit the offices of WWBIC partners and attend events as a member of the WWBIC Team.



	Person Specification



Job title	-	Biodiversity Information Assistant

This section details the experience, skills, knowledge and personal qualities required for the post. 

	
	Required
	Desirable

	EXPERIENCE
	
	

	Working on comparable projects involving information and/or data management and attention to detail.
	
	

	Working with local authorities or with public & voluntary sector nature conservation organisations.
	
	


	Working with volunteer biological recorders and recording groups.
	
	


	
	
	

	KNOWLEDGE
	
	

	Degree or equivalent qualification.
	

	

	Taxonomy and/or biological recording.
	
	


	
	
	

	
	
	

	SKILLS
	
	

	Excellent organisational ability, including time and workload management.
	

	

	Ability to communicate well, including written and verbal (e.g. contributing to meetings).
	

	

	Familiarity with biological recording databases (e.g. Recorder 6).
	
	

	Ability to use standard MS Office software packages. 
	

	

	Familiarity with GIS software (e.g. ArcView, QGIS).
	
	

	Ability to communicate in Welsh.
	
	


	Driving licence.
	

	

	
	
	

	PERSONAL QUALITIES
	
	

	Good attention to detail and an ability to produce high quality outputs.
	

	

	A high standard for the accuracy and truthfulness of information.
	
	

	Ability to work under own initiative with minimal supervision.
	

	

	Commitment to the overall success of the team.
	

	

	Commitment to biological recording and wildlife conservation.
	

	




Who we are looking for

We are looking for a biodiversity information assistant with the knowledge, skills, experience and personal qualities outlined in the attached person specification to be part of a small dedicated team working to improve the exchange of biological information within the West Wales area and throughout Wales.

WWBIC is a not for profit company, one of the four Local Environmental Records Centres in Wales.  We provide reports and other data products and services which inform decisions taken at a local and national level where biodiversity must be taken into account.  We work closely with the other records centres and bring our data together for national partners.

We are looking for someone who is competent with office data management programmes, who is passionate about biodiversity and its conservation and is keen to learn.  The successful candidate will have an eye for detail and will communicate well.  Organisational skills and high standards of accuracy will be important attributes for this post.  


Details of Employment

(a) Pay

£19,171 pro rata.  Salary will be paid monthly in arrears.
 
(b) Hours of work

Standard hours are seven hours per day, exclusive of lunch breaks.  Occasionally there may be a need to work beyond normal office hours (e.g. meetings and occasional week-ends) and a flexi-time system is in place, as is a system of time off in lieu for any unsocial hours worked. WWBIC will consider increasing the days worked per week subject to mutual agreement.

(c) Location

This post is based at Landsker Business Centre, near Whitland in Carmarthenshire. Occasional travel to other offices may be necessary.  

(d) Leave

Annual leave is pro rata, calculated on the number of days worked and is proportional to 25 days for a full-time employee.

(e) Probationary period

All new employees are required to undertake a period of probation, in which time they will be expected to establish their suitability for the post.

(f) Duration of contract

Twelve months.
 
(g) Travel

The post-holder will be expected to use their own transport for any business trips which cannot be easily made using public transport. Use of own vehicle between WWBIC and other offices or any other business travel will be reimbursed at standard rates, currently 45p/mile.




The Selection Process

The interview panel will meet shortly after the closing date to study the returned application forms and compile a short-list of applicants. They will do this by comparing the information provided on the application form to the requirements of the job, as listed in the person specification.  A short list of the most suitable applicants (those who meet all or most of the requirements) will be drawn up. 

Interviews will take place at a date to be confirmed and will be held at our office near Whitland. Precise details of time, date and location will be sent when inviting short-listed candidates to interview.


Applying for the post

Before completing the application form, please read the selection process above as it is in your interest to complete the form in the way we require. You may include a CV if you wish, but this should not be as a substitute for completing the application form.

Please return your application form to: colin@westwalesbiodiversity.org.uk (preferred) or by post to;

Colin Russell
Manager
WWBIC
Landsker Business Centre
Llwynybrain
Whitland
SA34 0NG

Completed application forms must arrive by midnight on the closing date of  18th August 2019. Please note that late applications will not be considered.  When emailing please ask for a read receipt to acknowledge that your application has reached us.

Unfortunately we do not have the resources to respond to those candidates who have not been short-listed and if you have not heard from us within three weeks of the closing date you should assume that your application has not been successful on this occasion. 
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