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April 2024


JOB DESCRIPTION
Post:


Stand for Nature Wales Project Officer       



(Montgomeryshire)
Reporting to:

Acting Head of Department
Place of work:
Based in the Welshpool Office, however, homeworking is currently fully supported

Contract:

£22,589.88, 5 days, Until 30th Sept 2024



Immediate start if possible
Statement:
Working alongside the current Project Officer in the design and delivery of all activity. This post would suit an individual seeking first time employment in the environmental sector who has the prior experience and/or enthusiasm to develop their current skills further. 
Main duties: 

To work with the current Project Officer, in all aspects of delivering the project, this will include.
· Creating and carrying out engagement with young people
· Encouraging and facilitating involvement for young people in ‘hard to reach’ 
areas/groups

· Co-designing projects with young people and the wider community.
· Record keeping and evaluations. 
· Producing social media content

· Budget management

· Reporting
External relationships with stakeholders and funders:
· Develop and manage relationships with partners.
· Communicate with local communities, schools, clubs and organisations to ensure local interest and support for the project and to engender positive attitudes towards our climate change and nature conservation work. 
General Terms and Conditions

In order for the organisation to work effectively, you may be required to assist with other areas of work and therefore, you should be prepared to undertake other duties appropriate to the post, as delegated by your line manager.

This job description serves to illustrate the type and scope of the duties currently required for the above post and to provide an indication of the required level of responsibility.  It is not a comprehensive or exclusive list and duties may be varied from time to time, they will not however change the general character of the job, or the level of responsibility entailed.

· Normal working hours are between 9am and 5pm with 1 hour lunch break.  The nature of the post requires some evening and weekend commitments.  These are regarded as an integral part of the Trainee Project Officer’s responsibilities for which time off in lieu will be available.

· A willingness to work out of doors, sometimes in inclement weather is essential.

· Travel will often be required across the district, and occasionally across the UK, for which a full driving licence is required.

· There are physical requirements integral to the post.

· The job may require the use of hand tools, as well as the use of computers for data handling and word processing.

Holidays: 20 days per annum pro rata 


Pension: The Trust contributes to a Pension Scheme. Full details will be provided.

Duration of post: This post is offered on a fixed-term basis until the end of September 2024.  

DBS Disclosure: Because this work involves regular contact with young people and/or vulnerable adults, a DBS check will be required.

Person Specification

Experience

· Experience of social media and general IT tasks such as word processing and data 
entry
· Some experience of working with nature or young people desirable
Knowledge and Understanding

· A basic knowledge and understanding of Climate Change and the problems associated with it

· A basic knowledge of nature conservation and the work of the Wildlife Trusts
Skills and Qualifications

· Education to college level or a keen aptitude to learning.
· IT literate – particularly MS Word, Excel, and Outlook preferable
· Good organisational and administrative skills

· Excellent written and verbal communication skills

· Ability to network and build positive working relationships with people from a wide range of backgrounds.
· Full driving licence (transport not provided)
Personal Qualities.

· Creative thinker.
· Willingness to learn new skills.
· High level of enthusiasm, self-motivation and self-discipline.
· Ability to work as part of a lively and dynamic team.
· A keen interest in nature conservation. 
· Approachable and courteous manner combined with a good sense of humour.
· A flexible approach towards delivering the project targets.
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