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1. IDENTIFICATION OF JOB 
---------------------------------------------------------------------------------------------------------------------




JOB TITLE


:
Wildlife Information Service (WIS) Officer
POST NUMBER

:
38
FUNCTION
:
Environmental Records Centre for Cornwall and the Isles of Scilly

RESPONSIBLE TO

:
WIS Manager
RESPONSIBLE FOR

:
WIS Volunteers
---------------------------------------------------------------------------------------------------------------------

2. OVERALL PURPOSE OF JOB 
---------------------------------------------------------------------------------------------------------------------


The WIS Officer will work with the WIS Manager to operate the Wildlife Information Service, hosted by the Environmental Records Centre for Cornwall and the Isles of Scilly.

This post will require the officer to liaise with Records Centre users and data providers, including the general public, recorders, consultants, statutory agencies, non-government agencies and the press, providing them with information and services.

The WIS Officer will act as the WIS Manager’s deputy in his absence.

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

3. MAIN RESPONSIBILITIES 
---------------------------------------------------------------------------------------------------------------------


Information Services:

The WIS Officer will assist the WIS manager with the development and running of the wildlife enquiry and information service for Cornwall and the Isles of Scilly (Wildlife Information Service (WIS)), providing a range of generic and bespoke information products from the Environmental Records Centre for Cornwall and the Isles of Scilly and advice from the Cornwall Wildlife Trust.

WIS acts as the first point of call for all enquiries by telephone, letter, e-mail or in person on a wide range of topics, for example:

· Wildlife legislation

· Habitat and species information

· Site information

· Land management to protect habitats and or species (from wildlife gardens to county wildlife sites).  After consideration some of the enquiries may be passed to other officers or organisations

· Planning-related matters including solicitor’s requests for information (the WIS Manager and Cornwall Wildlife Trust’s Conservation Officer will deal with any detailed questions)

· Providing commercial bespoke desk studies (this especially applies to consultants)

The WIS Officer will have financial responsibility in providing client estimates for desk studies in the absence of the WIS Manager.

The WIS Officer will assist the WIS manager in:

· Maintaining  a log of all enquiries in such a way that it may be analysed

· Promoting the Wildlife Information Service, the Records Centre and the Cornwall Wildlife Trust through dealings with individuals and organisations.

· Training and support of WIS Volunteers. The WIS Manager will be responsible for volunteer recruitment. 
Support for local recorders:

The WIS Officer will work with the WIS Manager in providing support to recorders involved in planning biological surveys and those planning study and research programmes.  
The WIS Officer will  assist the WIS Manager and the WIS Officer responsible for workshop delivery in arranging and promoting seminars, conferences and workshops for recorders on suitable topics throughout the year under the supervision of the WIS Manager.
Managing data:

The WIS Officer will help the WIS Manager to administer the Library and other references.
Please sign and date this document to confirm its accuracy at the present time.

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

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