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Job Description



	Job title:  
	Conservation and Outdoor Project Officer 



	Location: 

	Canolfan John Burns Centre, Parc House, Carmarthen Road, Kidwelly, SA17 5AB (or any other area we may reasonably determine). 


	Contract: 
	Part Time Fixed Term Contract – 12 Month Project supported by The LEADER Programme. LEADER is funded by The European Agricultural Fund for Rural Development 2014-2020 and the Welsh Government

Start date: 
End date: 


	Hours: 
	Basic 12 month fixed term contract 28 hours over 5 days: 

· Between Monday and Saturday 
· Variable working hours each day. 
· 30 minute lunch break. 

	Accountable to: 
	Melanie Jones (Foundation Programme Development Manager).


	Working relationships: 

	The Foundation colleagues and Trustees; volunteers; schools and education settings; statutory, commercial, third sector and charitable organisations and beneficiaries.     


	Salary: 
	Competitive Salary (will be discussed at interview) 


	How to apply: 
	Please send your CV and cover letter to Luke Thomas via post, email or in person: 
· luke@burnspet.co.uk
· Canolfan John Burns Centre, Parc House, Carmarthen Road, Kidwelly, SA17 5AB


	Closing date: 
	Monday 4th October 2021 at 5pm. 






Job Summary

The project officer will deliver practical conservation, nature and outdoor activities. They will teach school children, young people and adults with additional needs about the many benefits of caring for our environment and planting trees.
The aim is that beneficiaries understand and tackle the consequences of global warming. We want to encourage them to change their behaviour to respond to what is already a global emergency. This programme is not only about planting trees, but also about planting seeds in the participants minds with regards to being responsible for our planet.

The project officer will assist the Lead Practitioner in developing the programme,
taking a lead on external liaison and recruiting schools and beneficiaries onto the project. They will need to keep accurate and up to date monitoring records, and return these in a timely fashion to the Project Manager in order to report activity to the funder.

The Project Officer will lead in session delivery, and be responsible at all times for high standards of care and education of beneficiaries.

The work requires moderate levels of physical effort. It involves lifting and handling
of equipment and other resources and to be involved in practical activities. A proportion of the role is out of doors and will require working on uneven surfaces and in unpredictable weather conditions.





A positive and fully flexible approach to work is essential to the role including occasional travel, weekend work, additional hours and cover for unforeseen circumstances as required. 

Key Responsibilities


· To promote learning in the outdoor environment and the ethos of practical education.
· To motivate and inspire beneficiaries across the range of age, ability and
· confidence.
· To be responsible at all times for high standards of care of all group members.
· To ensure effective communication with colleagues, teachers, support staff, volunteers, partner organisations and of course, children.
· To regularly check and maintain tools and other equipment.
· To keep records as appropriate of parent consent, emergency contact details for participants and external agency participation.
· To adhere to all relevant policies and procedures of the John Burns Foundation.

Other Duties
· Communicate effectively with other business departments of The John Burns Foundation & Burns Pet Nutrition Ltd.
· Work within the specific objectives of the John Burns Charitable Foundation.
· Work closely with colleagues to help raise awareness of the foundation’s commitment to equality, inclusion and diversity.
· Provide support with the John burns Foundation Events programme as required Burns in the Community events.
· Carry out general office and administration duties that includes reception cover and conference room set up.
 
Health and Safety 
· Maintain a high standard of housekeeping within the workplace in line with remote working procedures. 
· Co-operate with The John Burns Foundations organisational policies and procedures for Health and Safety including PPE and reporting adverse events.
You will also be required to carry out any other duties which may be reasonably required of you.
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Core Competencies

	
Description
	
Essential / Desirable to the Role

	
Employment
Experience
	

Experience in a related role.
	
Desirable 




	
Knowledge and Understanding

	
Degree or equivalent experience
Understanding of (what the role is).
	
Essential. 

	
Job Specific
Skills
	
Excellent standard of literacy and numeracy.

Competent in IT including Microsoft Office packages (e.g. Word, Excel).

Full UK driving licence.

	
All Essential





	
Personal
Qualities
	
Love of the outdoors

Ability to think creatively and adapt activities to allow all participants to be included,
and a commitment to equal opportunities for all.

Strong communication and face-to-face interpersonal skills.

Confidence to liaise with people at all 
organisational levels.

Organisational skills, attention to detail and 
ability to multitask. 

Demonstrate cultural awareness and 
respect for diversity at all times.

	
All Essential






Page | 3                                                                                      HR Department                                                   
image1.png
’W‘





image2.jpeg
BRI

(ER96D
The

John Burns
Foundation





image3.png
PN
Cyngor Sir Gar

escai

RDP Sir Gar

~

Carmarthenshire
County Council





