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Job Description

	Job Title
	Manager, Somerset Environmental Records Centre (SERC)

	Reports To
	Somerset Wildlife Trust Head of Conservation Policy and Strategy and the SERC Executive Group

	Responsible for
	Three permanent staff -
Data Manager, Ecologist and Records Centre Support Officer

	Job Purpose


	The Manager is responsible for the strategic and development and daily business management of SERC.

	Full-time Position


	9am to 5pm Monday to Friday with ½ hour lunch break, equating to 37.5 hours per week. Evening and weekend working will sometimes be required to fulfil the duties of the post. 

	Working Relationships
	Internal:  SERC Staff and Volunteers

	
	External: Somerset Wildlife Trust staff, Partner organisations representatives, clients, consultancies, local specialists and the general public

	Salary
	Range £26,500-£29,500


Key Tasks and Responsibilities

MAIN RESPONSIBILITIES

· Responsible for the strategic development and daily management of SERC
· Responsible for business development of SERC
· Establish customer requirements, including researching and monitoring of users’ needs.
· Lead on delivery of information to users

· Oversee the work programmes in Data Capture, Data Management Interpretation and data dissemination that are led by other SERC team members. 

· Manage the staff team in the setting of objectives, priorities and work programmes to ensure high quality, efficient and timely delivery of projects and services to users.

· Develop and apply Record Centre policies, meeting the requirements of data users, data providers, contributors, national and international legislation, professional codes of conduct and promotion of national standards.

· Plan and prepare annual business plans.
· Develop and manage SERC project based work, the tendering and negotiation of contracts, project management, financial management, technical and scientific supervision, liaison with clients and sub-contractors and report writing.
· Develop and manage special projects innovative research that promotes excellence in biodiversity data management.

· Keep abreast of and contribute to political and technical developments in biodiversity data management and make presentations of SERC’s work and national policy development to seminars and conferences.

· Receive and resolve complaints and representations about SERC services from data users, suppliers and clients.
· Observe health and safety procedures in the workplace to ensure personal safety and to safeguard the interests and safety of all staff, trainees, visitors, and others at the Trust.

Person Specification

	
	Essential 
	Desirable

	EXPERIENCE
	· Business management experience

· Extensive experience in nature conservation delivery in the UK 
· A track record of achievement.


	· Extensive experience in the field of biodiversity data management and use.



	KNOWLEDGE
	· Educated to at least degree level in a relevant subject

· Extensive knowledge of the biodiversity work of the statutory agencies and local authorities

· Extensive knowledge of habitats in the UK 

	· Full Membership of the Institute of Ecology and Environmental Management

· Familiarity with a range of survey and monitoring methodologies

· Knowledge of the statutory and institutional framework for delivering wildlife and countryside policies in the UK 

· Expertise in at least one species taxonomic group

	SKILLS
	· Strong interpersonal and influencing skills, including the ability to communicate with experts, volunteers and senior managers

· Team management, including the skills to ensure performance and timely project delivery

· Strong report writing skills

· Clean driving licence


	· Advanced IT skills in specialist applications for ecological data entry, manipulation and analysis, including GIS; word processing; spreadsheets; presentation and project management.  



	PERSONAL QUALITIES
	· Vision and leadership

· Flexible, can do attitude

· Judgement, in managing resources and people

· The ability to solve complex problems effectively

· An ability to manage a wide range of projects and issues concurrently


	


