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1. IDENTIFICATION OF JOB 

---------------------------------------------------------------------------------------------------------------------




JOB TITLE
:
Business Performance and Compliance Officer
POST NUMBER
:


FUNCTION
: 
To ensure that Cornwall Wildlife Trust is managing its performance effectively and is compliant with legislation governing the activities of the charity. 
RESPONSIBLE TO
:
Finance Manager
RESPONSIBLE FOR
:
No line management responsibilities. 
---------------------------------------------------------------------------------------------------------------------

2. OVERALL PURPOSE OF JOB 

---------------------------------------------------------------------------------------------------------------------


i. To lead on the development, monitoring and reporting of progress against Cornwall Wildlife Trust’s annual Business Plan. 
ii. To develop and deliver a systematic approach to monitoring the compliance of Cornwall Wildlife Trust with both our own policies and with the legislation governing our work (examples include Governance, General Data Protection Regulation, Human Resources, Fundraising Regulations, Project Gateways, Health & Safety, Safeguarding, Money Laundering)
iii. To be the Data Protection Officer for Cornwall Wildlife Trust under the General Data Protection Regulation. 
iv. To lead on the policy development process for the Trust and to maintain robust document control.
v. To project manage a phased review of all Cornwall Wildlife Trust’s policies. 

vi. To manage and maintain Cornwall Wildlife Trust’s Risk Register 
vii. To coordinate and commission expert advice on legal and compliance matters arising primarily, but not exclusively, from our Nature Reserves and conservation project activities.  
viii. To undertake other ad hoc projects and duties as required by the role. 

---------------------------------------------------------------------------------------------------------------------

3. MAIN RESPONSIBILITIES 

---------------------------------------------------------------------------------------------------------------------


i. To lead on the development, monitoring and reporting of impact and progress against Cornwall Wildlife Trust’s annual Business Plan. 

· To work with each Department of Cornwall Wildlife Trust to compile an accurate and transparent annual Business Plan

· To liaise with colleagues to prepare accurate and clear performance reports for Council and Senior Management Team

· To gather information on the impact of Cornwall Wildlife Trusts work to inform key reports and assessments (including the Annual Review and the Wildlife Trust Impact Questionnaire).

· To maintain a log of contract records. 

ii. To develop and deliver a systematic approach to monitoring the compliance of Cornwall Wildlife Trust with both our own policies and with the legislation governing our work (examples include Governance, General Data Protection Regulation, Human Resources, Fundraising Regulations, Health & Safety, Safeguarding, Money Laundering)

· To maintain accurate compliance records.

· To identify and manage any potential or actual non-compliance and report as necessary.

· To maintain accurate contract records. 
· To keep under review the Trust’s current Corporate Governance folder, advising on changes to ensure fit for purpose.
iii. To be the Data Protection Officer for Cornwall Wildlife Trust under the General Data Protection Regulation. 

· To coordinate, implement and improve the data protection strategy and ensure compliance 
· To advise, support and train colleagues, Trustees, volunteers and local groups on their data protection responsibilities.  
· To advise the Senior Management Team. 

iv. To lead on the policy development process for the Trust and to maintain robust document control.

· To develop a policy development process for the Trust.

· To maintain accurate records and version control. 

· To remind policy authors of document control requirements and review dates.
v. To project manage a phased review of all Cornwall Wildlife Trust’s policies to ensure they are fit for purpose. 

· To devise a phased programme to review all Cornwall Wildlife Trust policies. 

· To ensure that any policy changes and/or new policies are communicated effectively to the organisation.

· To reflect on compliance and non-compliance monitoring and to advise when additional policies should be developed. 

vi. To manage and maintain Cornwall Wildlife Trust’s Risk Register 

· To produce and update the Trust’s Risk Register.
· To produce clear, timely and accurate reports to the Trust’s Audit and Risk Committee.
· To conduct internal audits and support ‘deep dives’ commissioned by the Trust’s Council.     

vii. To coordinate and commission expert advice on legal and compliance matters arising primarily, but not exclusively, from our Nature Reserves and conservation project activities.  

· To commission value for money legal advice from appropriate bodies.
· To commission advice on matters of compliance.
viii. To undertake other ad hoc projects and duties as required by the role. 

Health and safety

· Ensure that all activities, including events and volunteer working, fulfil Cornwall Wildlife Trust’s H&S requirements. Take part in appropriate H&S training.
Other
· In order for the organisation to work effectively you may be required to assist with other areas of work and therefore should be prepared to undertake duties appropriate to the post, as delegated by your line manager.

Please sign and date this document to confirm its accuracy at the present time.

Job Holder: ………………………………………………………… Date: ……………………….

Line Manager: ……………………………………………………..  Date: ……………………….



JOB TITLE


:
Business Performance and Compliance Officer
POST NUMBER

:

FUNCTION


:
People and Engagement
This section details the experience, knowledge, skills and personal qualities required for the post. We require an enthusiastic autonomous worker with diverse skills in organising (and at times delivering) a yearly diary of exciting events for children as well as carrying out development work in regards to volunteers. 

	Area A

EXPERIENCE
	ESSENTIAL
	DESIRABLE

	· Experience of facilitating the production of Business Plans and presenting progress reports. 
	
	(

	· Experience of managing a diverse programme of work and able to identify your own work priorities. 
	(
	

	· Experience of working effectively with Senior Managers and Trustees. 
	
	(

	· Experience of being trained in the legislation, policies and procedures governing the operational activity of the organisation. 
	
	(

	· Experience of the General Data Protection Regulation. 
	(
	

	· Experience of developing and delivering organisational policies and risk management frameworks. 
	
	(

	· Experience of successfully communicating the standards of quality, performance and compliance expected of staff, trustees and volunteers.
	(
	

	Area B

KNOWLEDGE
	
	

	· Good knowledge and understanding of native wildlife and its conservation.
	
	(

	· Have a good understanding of Safeguarding 
	(
	

	· Excellent computer skills
	(
	

	· Producing, recording and managing information databases
	(
	

	· Working with risk assessments and lone working procedures
	
	(

	Area C

SKILLS
	
	

	· Full clean driving license.
	(
	

	· First Aid Qualified
	
	(

	· Excellent written and spoken communication skills 
	(
	

	· Ability to work with a wide range of people.
	(
	

	· Ability to motivate and inspire others.
	(
	

	· Ability to manage own time and work load, and work to tight time-scales and meet deadlines. 
	(
	

	· Ability to make informed decisions but also to know when

To refer upwards for advice
	
	(

	· Ability to work independently using own initiative and judgment, as well as in close co-operation with others.


	(
	

	Area D

PERSONAL QUALITIES
	
	

	· Have an interest in wildlife and the environment and an interest in sharing 
nature with children/families. 
	(
	

	· Tact, diplomacy and integrity.
	(
	

	· Flexible, reliable and adaptable with an innovative approach to problem-solving
	(
	

	· A ‘can do’ attitude to work and working relationships.
	(
	

	· Commitment to Cornwall Wildlife Trust’s mission, principles 
and values. 
	(
	

	· Be enthusiastic, creative, positive and professional.
	(
	

	· Able to work weekends and evenings. 
	(
	


	Area E

Miscellaneous
	
	

	· Encourage and display attitudes and behaviours which respect

And value equality and diversity
	(
	

	· Recognise and praise achievement and celebrate success
	(
	

	· Build, maintain and improve relationships with stakeholders to 

achieve best practice outcomes
	(
	

	· Commitment to Cornwall Wildlife Trust’s mission, principles 
and values. 
	(
	

	· Be enthusiastic, creative, positive and professional.
	(
	

	· Able to work weekends and evenings. 
	(
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