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1. IDENTIFICATION OF JOB 

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

JOB TITLE


:
ERCCIS Manager
POST NUMBER

:
5

FUNCTION


:
Environmental Records Centre for Cornwall and the Isles 

of Scilly (ERCCIS)
RESPONSIBLE TO

:
Head of Conservation 
RESPONSIBLE FOR
:
All ERCCIS Staff and volunteers
----------------------------------------------------------------------------------------------------------------------------
2. OVERALL PURPOSE OF JOB 

----------------------------------------------------------------------------------------------------------------------------
The Records Centre Manager is responsible for the management and development of ERCCIS as:

· an Environmental Local Records Centre (ELRC)
· the Cornwall Wildlife Trust’s GIS, data and evidence team
· a deliverer of relevant funded projects connected to data gathering, data management and data dissemination.
The Manager will oversee the Centre’s work programme, development goals, staff and budgets.  The Manager will also help to set the strategic decision with Trust Senior Management and the ERCCIS advisory board. 
The Manager is responsible for overall advocacy with ERCCIS customers, potential customers and data providers.  The Manager will oversee development and advocacy of new information products to encourage new customers to work with ERCCIS and make use of the data that is held.
The post holder will also work with the Head of Conservation to ensure a sustainable funding model is achieved. 
----------------------------------------------------------------------------------------------------------------------------
3. MAIN RESPONSIBILITIES 

----------------------------------------------------------------------------------------------------------------------------
Work programmes and Budgets

The Centre Manager will draft a three-year work programme and budget in association with the Head of Conservation, Chief Executive and the ERCCIS Advisory Board (EAB).  The post holder will oversee project management responsibilities and ensure that approved programmes and budgets are adhered to and reported on.

Staff and Welfare
The Manager will manage the Centre’s staff, giving advice and guidance as required, encouraging collaboration and setting and monitoring staff work programmes.  The post holder will promote best practice for Staff and Volunteer mental and physical welfare and ensure transparent review processes are followed. 
Internal and External Liaison

Through regular internal and external liaison the post holder will explore opportunities for new project development.
Internal and External Advocacy
Working closely with the Head of Conservation and Chief Executive, the Manager will liaise with ERCCIS customers and data providers to assess and ensure that their needs are catered for and to maintain and develop good working relationships.  The Manager will liaise  with Local Government, statutory Agencies, NGOs, biological recording groups, other ELRCs, ALERC and the National Biodiversity Network.  They will be expected to promote the Centre’s operation to a wide audience through presentations, talks and the media.

Development

Using technical expertise in GIS Data Management and Database technologies the Manager will develop improved working practises and champion innovation by managing Staff, Volunteers and Consultants where needed. In consultation with all partners, the Manager will drive the development planning of ERCCIS and the formulation of its operating methods and systems ranging from administrative procedures through to data handling and management.  They will oversee the implementation of agreed systems and procedures in line with approved development plans.

Project Delivery
Using technical expertise in GIS, web and database technologies the Manager will project manage delivery of Projects that meet the Cornwall Wildlife Trust’s and ERCCIS’ Development aims.
Project Development

Working closely with all partners, the Manager will develop and promote projects to meet defined Cornwall Wildlife Trust and ERCCIS needs as agreed by the development plan.

Fundraising

The Manager will be expected to participate in fundraising activity, in conjunction with the Head of Conservation and the Trust’s fundraising section, for ERCCIS’ operation.  This will include negotiations over service level agreements or contract work and applications to appropriate sources of funding for project work.

Health and Safety

Ensure that ERCCIS’ team fulfil the requirements of the Trust’s Health and Safety 
policy and champion correct procedures in ERCCIS. 
General
The Centre Manager will be expected to undertake other duties as required.

JOB TITLE


:
Records Centre Manager
POST NUMBER

:
05

FUNCTION


:
Environmental Records Centre for Cornwall and the Isles 

of Scilly (ERCCIS)
This section details the experience, skills, knowledge and personal qualities required for the post.

----------------------------------------------------------------------------------------------------------------------------
Area A
Educational Standards and Level of Skills
----------------------------------------------------------------------------------------------------------------------------
· Degree Level qualification in relevant discipline or equivalent
----------------------------------------------------------------------------------------------------------------------------
Area B
Proven Ability
----------------------------------------------------------------------------------------------------------------------------
· Demonstrable experience of successfully managing staff, budgets, projects and work programmes.
· Demonstrable experience of collaborating with nature conservation organisations, public and voluntary sectors, academic institutions and the biological recording community.
· Experience of collating, managing and disseminating environmental information and presenting it in a public-friendly way

· Technical competency in managing GIS spatial data, database technologies (SQL) and web platforms

· Understanding of technical data analysis methods especially relating to species and habitat data; 

· Working knowledge of the operations of an Environmental Records Centre.
· Able to formulate and implement solutions to solve problems
----------------------------------------------------------------------------------------------------------------------------
Area C
Personal Qualities
----------------------------------------------------------------------------------------------------------------------------
· Enthusiasm, self-motivation and initiative.

· Articulate communicator able to communicate complex technical information to non-specialists.

· Approachable and friendly.
· Committed to biological and wider environmental recording.
· Effective team player
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