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	Job Description



---------------------------------------------------------------------------------------------------------------------------------
 1.	IDENTIFICATION OF JOB
---------------------------------------------------------------------------------------------------------------------------------
Job title	  -	Project Officer 

Responsible to	  -	West Wales Biodiversity Information Centre Manager


---------------------------------------------------------------------------------------------------------------------------------
 2.	OVERALL PURPOSE OF JOB
---------------------------------------------------------------------------------------------------------------------------------

The primary role of the postholder is to support the WWBIC team on the Your Wild Patch project whilst assisting with elements of WWBIC core business functions when necessary.

---------------------------------------------------------------------------------------------------------------------------------
 3.	MAIN RESPONSIBILITIES
---------------------------------------------------------------------------------------------------------------------------------

The post-holder will:

a) Contact and encourage community groups to engage with the Your Wild Patch project
b) Assist the team with publicising events
c) Lead regular public wildlife recording sessions
d) Respond to participant queries and provide GIS generated site reports to them where desired.  

e) Accurately digitise site boundaries in GIS.
f) Undertake training and professional development.
g) Work with the Project Manager to develop new elements of the project

h) Work with the wider WWBIC team to develop innovative ways to add value to data

i) Maintain all logs of activities as required by the company.
In addition to the above, the postholder will be required when necessary and as directed by the WWBIC Manager to support the wider WWBIC team in their core work of biological data management to ensure the smooth running of the organisation.
 
---------------------------------------------------------------------------------------------------------------------------------
4.	MAIN ACTIVITIES
---------------------------------------------------------------------------------------------------------------------------------

These will include:


a) Arranging project activities/events, giving presentations and leading groups in field sessions
b) Health and Safety compliance including: risk assessments, WWBIC lone working policy, overall safety of attendees at events.
c) Providing training to attendees in wildlife identification and recording including the use of online and mobile Apps.
d) With the support of the project team, provide feedback to attendees who take up recording.
e) Use GIS Software to generate reports relating to sites adopted by communities and individuals.
f) Receiving training from in-house staff and external sources as required.
g) Undertaking various tasks involved in the daily operations of WWBIC as required.
h) Travelling within the West Wales area and occasionally more widely within the UK.


	Person Specification



Job title	-	Project Officer

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

	
	Required
	Desirable

	EXPERIENCE
	
	

	Leading group activities
	

	

	Working independently and as part of a small team
	
	


	[bookmark: _Hlk215138235]Communication using social media and internet
	
	


	
	
	

	KNOWLEDGE
	
	

	Relevant degree or equivalent experience
	

	

	Natural history and/or biological recording
	
	


	Welsh Language
	
	

	Basic First Aid
	
	

	
	
	

	SKILLS
	
	

	Basic use of GIS software
	

	

	Proficiency with GIS Software
	
	

	Good communication skills in person and via media
	
	


	Basic wildlife identification skills
	
	

	Good wildlife identification skills
	
	

	Excellent organisational ability, including time and workload management
	

	

	Driving licence including use of own vehicle
	

	

	Data analysis with R or Python
	
	

	Working with SQL databases
	
	

	Working with spatial web portals
	
	


	
	
	

	PERSONAL QUALITIES
	
	

	Ability to work under own initiative with minimal supervision
	

	

	Good attention to detail and ability to produce high quality outputs
	

	

	Willingness to travel throughout the West Wales region and occasionally further afield
	
	

	Have high standards for the accuracy and truthfulness of information
	
	

	Willingness to improve their work related skills
	
	

	Commitment to biological recording and wildlife conservation.
	

	




Who we are looking for

We are looking for an enthusiastic, passionate and self-motivated individual to assist the WWBIC team in all elements of the ‘Your Wild Patch’ project - an exciting project aiming to build biodiversity identification and recording skills in the wider community. Over the course of the project, WWBIC will develop a system for individuals and groups to adopt their own patch for long-term recording and see how their records contribute to the local picture of biodiversity. 

The project has a broad reach, running regular open wildlife recording sessions across Ceredigion, Carmarthenshire and Pembrokeshire, as well as delivering more bespoke training to specific community groups across the region. The successful candidate would be expected to immediately contribute towards planning and publicising events and providing feedback and resources to participants. After appropriate training, they would also be expected to lead regular events. 

The successful candidate will have excellent organisational skills, the ability to work under their own initiative, as well as strong written and verbal communication skills. They will also have at least a basic understanding of wildlife identification and biological recording. There will be ample opportunities for training and development throughout the post, including in field identification, GIS, data analysis and other areas depending on the needs of the project and skills and interests of the candidate.

WWBIC is a not for profit company, one of the four Local Environmental Records Centres in Wales, working to ensure that biodiversity data is at the heart of local and national decision making.  We work with the other centres as a consortium, LERC Wales, to combine our data for national partners.




Summary Details Of Employment

(a) Pay

The annual salary for the post will be in the range £26,835 - £27,711 depending on skills and experience, to be paid monthly in arrears by BACS transfer.
  
(b) Hours of work

Standard hours are a five day, 35 hour week, exclusive of lunch breaks.  There will be an occasional need to work beyond normal office hours (e.g. travelling to events and week-ends) and a flexi-time system is in place, as is a system of time off in lieu for any hours worked out of standard hours.

(c) Location

This post will be based in the West Wales area.  Currently WWBIC is based at Landsker Business Centre, near Whitland in Carmarthenshire.  Home working is encouraged with regular staff meetings online and in person at the WWBIC Office. The need to travel elsewhere in the UK may sometimes arise.

(d) Leave

Annual leave allowance is 25 days per year, in addition to public holidays and bank holidays or pro rata for part time employees.

(e) Probationary period

All new employees are required to undertake a period of probation for 3 months, in which time they will be expected to establish their suitability for the post. 

(f) Duration of contract

This post is a fixed term contract until 31st March 2027.  This may be extended subject to funding.  

(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. An allowance, currently 45p per mile, will be paid.


The Selection Process

The interview panel will meet 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 will be drawn up. 

Interviews will be announced following this and will be held at our office at Whitland. Precise details of time, date and location will be sent when inviting short-listed candidates to interview.

We endeavour to make the recruitment process inclusive and if any candidate requires reasonable adjustments or support during the process please contact us on the email below.  


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 5 pm on the closing date of Monday 5th January 2026, interviews to be held in January.  Please note that late applications will not be considered. If you would like us to confirm receipt of your form by post please enclose an SAE.  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.  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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