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Connecting London’s Amphibian and Reptile Environments (CLARE) Project Officer (1 year post funded by Heritage Lottery Fund)
 £22,000 per annum pro rata 3 days/22.5 hours per week (may include some evening and weekend work)
Based at the London Wildlife Trust Office, Skyline House SE1 0LX
JOB DESCRIPTION

A Project Officer is required to coordinate and deliver a programme of work to improve awareness and understanding of amphibians and reptiles in London.  The project will focus on two specific areas:- 

· A wider public participation and learning in wildlife recording resulting in the production of a London atlas.  
· Increasing understanding and involvement through the existing infrastructure of London Wildlife Trust.
This post will be managed by Amphibian and Reptile Conservation (ARC) and will be subject to ARC’s terms and conditions of employment.  The project will be overseen by a Project Steering Group involving ARC, London Wildlife Trust (LWT), Greenspace Information for Greater London (GiGL) and London Amphibian and Reptile Group (LARG). This post will involve working across these organisations and coordinating input from different sections/departments within those organisations.
RESPONSIBILITIES

Surveys and atlas

· Provide support to enable GiGL to map existing data and re-map new data

· Assist in the development of a public participation survey on amphibians and reptiles.  A key role of this post is to take forward and encourage participation in the survey through a series of activities, events and development of supporting products
· Liaise with GiGL and LWT to make use of their databases to plan and carry out direct mail (and other media as appropriate) to publicise the survey and seek new records

· Oversee production of the atlas in liaison with project partners

Public awareness activities

· Develop a programme of events, activities and information days at LWT reserves promoting the understanding and surveying of amphibians and reptiles, and at other local venues (e.g. schools, reserves, shopping centres, public events) as appropriate, to raise awareness and increase the number of people involved with surveying.
· Work with the existing infrastructure supported by LWT to see how best to promote amphibian and reptile conservation through formal education (for example London Environmental Education Forum LEEF)
Habitat management training and guidance

· Establish and help run with ARC specialists a programme of training sessions in surveying and habitat management.

· Support ARC and LWT to identify demonstration sites within LWT reserves, developing monitoring protocols for sites (with reference to landscape scale applications).

Promotion and publicity

· Create and implement a project publicity strategy with project partners.

· Work with ARC/LWT communications staff to produce display materials e.g. leaflets, ID guides, displays, etc., (utilising existing materials where possible).

· Work with ARC/LWT communications staff to organise media advertising and promotion, including TV/radio, and set up a media event /launch to raise awareness of the campaign.
· Arrange inclusion of campaign information in appropriate media (e.g. web-sites, newsletters, magazines, e-fora, etc.).
· Represent ARC at the London Biodiversity Partnership and Reptile/amphibian SAP group, and other fora as appropriate.
Monitoring 
· Develop and implement monitoring process for project e.g. evaluation forms for events, training, etc.

· Provide quarterly written reports for Heritage Lottery Fund, in liaison with project partners.

General
· To observe ARC’s Health and Safety Policy at all times and to undertake Risk Assessments for sites, events and activities and to observe London Wildlife Trust H&S policy and other relevant policies whilst present on London Wildlife Trust premises.  

· To organise and attend project team meetings and steering group meetings and contribute papers and presentations when required.

· To work at all times to further the work of Amphibian and Reptile Conservation including ARC Friendship scheme and to encourage donations

· To work at all times within the ARC’s Equal Opportunities Policy and to promote equal opportunities wherever possible.
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PERSON SPECIFICATION

Essential
· Significant experience working in a relevant field

· Excellent written and oral communication skills

· Ability to relate to and engage with people from a broad cross section of the community

· Experience of developing and executing campaigns 

· IT literate, including use of email and Microsoft Office 
· Good presentation skills

· Excellent organisational skills, including time management 
· Ability to manage budgets

· Experience of organising events and activities and related health and safety issues

Desirable

· Experience of working in wildlife conservation with a good understanding of amphibians and reptiles

· Experience of engaging local communities and encouraging  involvement. 
· Experience of developing and producing display media

· An ability to  use  own initiative

· Experience of working in partnership with other organisations and ability to facilitate partnership working

· Experience of monitoring and surveying techniques and collating statistics

· Experience of developing local media contacts and coverage
· Experience of maintaining websites
