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DATA OFFICER

Job Description and Person Specification

Reports to:	Data Lead	
Contract:	Permanent Part Time
Hours:		22.5 per week with occasional weekend or evening work
Based at:	Elm Tree Court, Devizes with some home working available


JOB PURPOSE
To support the delivery of high-quality data services for Wiltshire & Swindon Biological Records Centre (WSBRC) by processing, validating and preparing species, sites and habitats data in line with agreed standards. The Data Officer plays a key operational role in maintaining accurate datasets and ensuring timely delivery of data outputs to clients and partners.
This role supports operational delivery of WSBRC services. Strategic reporting, data governance leadership and commercial performance sit with the Data Lead and Commercial Operations Manager.

DIMENSIONS
Direct line management reports: No line management responsibility
Budget responsibility: No direct budget responsibility

MAIN DUTIES AND RESPONSIBILITIES 
· Act as a first point of contact for data requests, ensuring queries are managed efficiently, professionally, and in line with service and data standards 
· Deliver day-to-day data services, including timely and accurate data search delivery, data extraction and reporting for external clients, internal teams and partners
· Be responsible for data search administration, including tracking requests, maintaining records of outputs and ensuring clear audit trails
· Be responsible for financial administration of data searches
· Support efficient workflows and adherence to turnaround times
· Work closely with the Data Lead to ensure smooth operational delivery of the record centre’s core services
· Process incoming biological records and maintain accurate datasets
· Liaise with data providers
· Support data capture and validation by volunteers
· Support data validation processes and imports under the guidance of the Data Lead
· Support maintenance of GIS datasets and assist with spatial data updates
· Execute regular updates of the GIS data library
· Assist with metadata and documentation processes
· Be an ambassador for WSBRC
· Comply with all relevant health and safety policy/risk assessments
· Be willing to undertake any other tasks as can be reasonably required as part of this post


SAFEGUARDING
Wiltshire Wildlife Trust is fully committed to safeguarding the welfare of all children, young people and adults at risk. All WWT staff will receive safeguarding training and must ensure that they comply with WWT’s safeguarding policy.


BACKGROUND 
As the county’s Local Environmental Records Centre (LERC) WSBRC has been collecting, collating, managing and interpreting biological data since 1975. This detailed information about the wildlife, sites, habitats and geology of Wiltshire and Swindon is shared with agreement holders, customers and the public. By providing a range of data services, we ensure that the data we hold is used to help protect the county's wildlife and habitats. 
WSBRC is a not-for-profit organisation hosted by Wiltshire Wildlife Trust and supported by a range of partner organisations, volunteers and others. We are a member of the Association of Local Environmental Records Centres (ALERC)—a network of Local Environmental Records Centres across the UK.

WORKING RELATIONSHIPS
The post holder must have a close working relationship with the Data Lead and Commercial Operations Manager ensuring that they are fully supported and appraised of all key issues. You will work closely with staff in other sections of the Trust. You must have the confidence of the Director of Nature Recovery. You will need to be a good networker, mentor and motivator, with the ability to build effective working relationships with colleagues, county recorders, partner organisations, other LERC staff, and regional and national Wildlife Trust staff and key stakeholders.

KEY CHALLENGES
New challenges and opportunities arise from changes in the operating environment, and the need to reframe the LERC business model, due to declines in statutory income from local and central government and increasing requirements for open access data. A new strategic focus on the development of new products and services, maximising the value of the data held by WSBRC is needed.
There is also a clear need to recruit, communicate effectively with and support volunteer recorders, stay abreast of technological changes that offer opportunities to update and improve the methods and systems for accessing, managing and analysing information whilst maintaining the quality of data and information supplied.

SCOPE FOR IMPACT
As the need to address environmental issues becomes increasingly recognised, the opportunities for WSBRC and the Trust will continue to grow. This position is crucial in ensuring WSBRC fulfils its potential and plays a full role in the efforts to address the many environmental challenges facing the County.

















EXPERIENCE, QUALIFICATIONS AND SKILLS REQUIRED
	
	Essential
	Desirable

	Qualifications
	· Degree or equivalent qualification in ecology, environmental science, geography or related discipline (or relevant experience)

	· Training in data handling, analysis, interpretation and management

	Experience
	· Experience handling and managing datasets
· Understanding of data accuracy and quality control
· Understanding of the management of biodiversity and geospatial data
· Basic knowledge and/or understanding of programming languages such as Python and SQL
· Broad knowledge of UK habitats and species 
· Broad knowledge of biological recording
· Experience of Recorder 6, or can demonstrate the ability to learn to use this software
· Experience using GIS software 
	· Experience working in a Local Environmental Records Centre
· Broad knowledge of Wiltshire habitats and species 
· Experience working with databases or data entry systems

	Skills
	· Good organisational and time management skills 
· Excellent attention to detail 
· Comfortable working with detailed datasets 
· Ability to follow structured processes 
· Clear verbal and written communication skills.
	· Experience preparing data reports
· Experience of supporting and training volunteers

	Personal attributes
	· Excellent attention to detail and the discipline to work with complex datasets in a methodical manner
· Methodical and reliable 
· Able to work independently within clear guidance 
· Supportive team member
· Approachable, flexible and friendly manner
· Ability to cope with and adapt to change
	· Interest and commitment to the environment and wildlife conservation

	Additional requirements
	· Occasional evening and weekend working may be required
	



Special note:
This job description does not form part of the contract of employment but indicates how that contract should be performed. The job description will be subject to periodic review and amendment in consultation with the post holder. The post holder may be required to perform duties other than those given in this job description. The duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties or the level of the responsibility entailed. Such variations are a common occurrence and would not in themselves justify the re-evaluation of a post.  In cases, however, where a permanent and substantial change in the duties of the post occurs, consistent with a higher level of responsibility, then the post would be eligible for re-evaluation.
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