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DEVON WILDLIFE TRUST
APPOINTMENT OF PROPERTY
OFFICER



INTRODUCTION
This role is part of the Facilities Team which has responsibilities across the organisation which currently includes 6 main properties, 33 vehicles and over 200 Laptops, PCs and mobile phones. In addition, the team oversees two ISO management systems, elements of GDPR, maintains the insurance portfolio, leads on organisational carbon reduction and from 2024 will be overseeing the organisation’s move to cloud computing via the MS365 platform.
This is an exciting role supporting the DWT’s ten-year strategy by creating great places to work in a net zero carbon world. Through the creation of the Property Framework, the postholder will advise DWT on the actions required to maintain it’s built estate to a high standard to best showcase our missions and values. 
The postholder will manage ongoing development opportunities across a variety of sites that could range in size and scale from the installation of low carbon plant to the enhancement and development of our buildings. The role will include contract management, site supervision and intervention and adherence to the requirements of safety legislation at all times. The postholder will be required to ensure that DWT properties maintain compliance with statutory regulations and will work closely with the Operations Officer, to address any ongoing maintenance issues that arise. They will also play an active role in the dynamic Carbon Reduction Working group which steers DWT to become net zero by 2030. 

THE ORGANISATION

Nature is in trouble and DWT’s mission stems from the need for urgent change and our belief that, if enough people care and act, we can bring nature back and do it on a grand scale. For 60 years, we have been at the forefront of protecting wildlife and the wild places that make Devon so special and believe, passionately, that a better world is one where nature and people thrive together. We are the only Devon focused charity that exists to protect and restore Devon’s natural environment and all wildlife in Devon, on land and at sea.

We want a world where people and wildlife thrive together. Over the next ten years, DWT wants to double the area of land and sea that is rich in nature. We want all Devon’s soils, rivers, farmland and urban areas to be managed sustainably, so the air we breathe, the water we drink and the fields and streets we walk through make us healthier and happier. We want to bring back wildlife that has been lost and that can help us create a rich natural environment that is helping our fight against climate change. We want at least a quarter of the population to be making nature, and action for nature, part of their daily lives.

DWT is one of 46 independent charities which together make up The Wildlife Trusts (TWTs). TWTs is a national movement of organisations that are working independently and collaboratively to bring wildlife back and to ensure that a thriving natural environment can be part of everyone’s daily lives.
Founded in 1962 by a small group of volunteers, Devon Wildlife Trust is the only charity that exists to safeguard Devon’s unique natural environments and their wildlife. DWT is a member-led organisation with over 36,000 members. It has over 100 staff, 63 nature reserves, 350 regular volunteers and a turnover of over £6 million per annum.  It has six offices including its headquarters at Cricklepit Mill in Exeter. 

DWT is a values-driven organisation that strives to do our work to high ethical standards. We hold Investors in Volunteers, Investors in People and ISO14001 Environmental Management certification. We are registered with the Fundraising Regulator and fundraise and invest to ethical standards. To better live our values, we will become carbon negative by 2030 through implementing an ambitious carbon reduction plan and have a clear strategic goal to properly embed equality, diversity and inclusion at all levels of our organisation.
DWT’s work is divided into four directorates:
The Nature Recovery Directorate includes Conservation Advocacy, Land Management, Valley Parks and species recovery projects.  

The Conservation Advocacy team promotes and supports the sustainable use of Devon’s natural resources, focused on: initiating and supporting conservation activities at a landscape scale; strategic marine and rivers protection; local advocacy with a range of partners who impact nature in Devon; pushing for nature friendly housing and development; building nature recovery networks across Devon’s urban and rural areas; and keeping the Trust abreast of science and innovation that informs or policies, positions and conservation approaches. 
The team leads on conservation projects relating to species recovery, including the history making River Otter Beaver Trial which paved the way to bring wild beavers back into England’s rivers.  

The Land Management team looks after our 63 nature reserves.
The small Valley Parks team is focused on enhancing these special urban green spaces in the heart of Exeter, on ensuring that they are sustainably resourced, act as vital green community hubs and, alongside the Exeter Wild City initiative, can form a key part of a wider nature recovery area across Exeter.    

The Nature Recovery Directorate also maintains oversight of the Devon Biodiversity Records Centre, a partnership venture whose purpose is to achieve and maintain comprehensive, up to date and rigorous information on the state of Devon’s natural environment, particularly wildlife habitats and species.

The Wilder Living Directorate includes the Grants & Major Giving, Communications, Membership & Supporter Care, Wilder Communities and Discover Nature programmes (including volunteering and nature-based learning).  

The Grants & Major Giving team is responsible for securing financial (and sometimes material) resources from a range of organisations and individuals including grants & charitable Trusts, major donors, legacy givers, corporate supporters and a whole range of general donors.  

The Membership & Supporter Care team oversees membership recruitment initiatives, services memberships and provides stewardship and supporter care to all of those generous individuals who give to our work. 
The Communications team has a broad scope including editorial oversight and content creation of key DWT publications, media and public relations, brand profile and identity, our website, all digital and social media, strategic project communications, campaigns, appeals, signage and interpretation on our visitor assets, and communications guidance and support for the whole organisation.

The Wilder Communities team is focused on inspiring and enabling place-based community action for nature by providing advice, guidance, resources and support to community groups and representatives.

The Discover Nature programme is new and incorporates the Wilder Learning team (an established leader in the field of nature based education); Wembury Marine Centre; Volunteering and overall oversight of our visitor experience across a range of DWT assets.
The Nature Based Solutions Directorate involves projects that are focused on changes to land and rivers management to enhance the role nature can play in the fight against climate change and increasing the resilience of wildlife and landscapes to climate impacts. 

Since 2008, Working Wetlands has been creating, protecting and restoring habitat and providing farm advice and small grants to help farmers and land managers across Devon minimise environmental harm and to farm better for wildlife. The team currently delivers the Upstream Thinking programme which works with farmers to address potential sources of pollution on farms, with the aim of using natural solutions to protect water quality and quantity and restore wildlife habitats. 
Northern Devon Natural Solutions project is working with farmers and communities in the Taw and Torridge catchments to allow rivers to return to their natural state in order to reduce flood risk, to restore threatened local species and habitats, and to encourage natural processes - ‘wilding’ areas of land to help tackle the climate and nature emergencies. 
Saving Devon’s Treescapes is a project that responds to ash die back by supporting individuals, businesses and communities to plant 250k trees across Devon over the next 3 years.
The Resources Directorate is responsible for the smooth running of the organisation, governance support and many key areas of compliance including health and safety, safeguarding and data protection. It includes our Finance, HR & Central Services and Facilities teams.
For more information about the Trust please visit our website, where you can find:

Our Strategic Plan; Our Annual Report and Accounts; Your Support – our annual review.  

We are an inclusive organisation and increasing the diversity of our people is a key ambition of the Trust. We welcome candidates of all backgrounds and abilities who meet the essential criteria for this role. Please get in touch if there is anything about our recruitment process that is preventing you from making an application.
THE JOB 
1. Job Purpose 
Working collaboratively across DWT with oversight on development of all DWT properties. The role has a particular focus on supporting DWT’s Carbon Reduction plan by embedding low carbon technologies, maximising operational efficiency, and ensuring all DWT premises are inspiring places to work.  
2. Dimensions

· This post is a full-time (37.5 hours per week) permanent role contractually based at Cricklepit Mill. Regular travel to DWT sites across Devon will be required.
· Member of the Facilities team which is part of the Resources Directorate and is line managed by the Facilities Manager.

· The post holder has no line management responsibility.

· The post holder has responsibility for supervising the work of contractors.

· The post holder has no budgetary responsibility. 

3. Principal Accountabilities

· Deliver the agreed actions in the Property Framework for all DWT premises, ensuring fully costed development plans are in place for each property;
· Project manage capital works across all DWT properties, including the installation of renewable energy or low carbon schemes;
· Responsible for contractor management on capital and maintenance projects, including ensuring adherence to safe working practices;
· Carry out regular site inspections of all DWT properties, ensuring that each remains presented to a high standard, meeting our statutory obligations; 
· Develop annual action plans for each site, focusing on minor works and sustainability improvements, costing each and contributing to the creation of the annual Facilities budget;

· Working with the Operations Officer to identify and resolve regular and ongoing maintenance issues;
· Develop a framework of contractors around Devon, ensuring that DWT has a bank of local contractors appointed to carry out maintenance work;

· Develop productive working relationships with key site contacts at each DWT property, with the aim of ensuring each is operating in a compliant and low carbon manner;

· Manage DWT’s responsibilities as both a landlord and tenant and maintain ongoing compliance in each case;

In the course of delivering this work, the postholder will need to have regards to: 

· Health and Safety, the General Data Protection Regulations, the Equalities Act 2010, Safeguarding and other DWT policies and procedures and maintain and uphold the good reputation of the Trust;

· Be willing to undertake other tasks as reasonable expected.

4. Person Specification 

	
	Essential
	Desirable

	Skills & attributes
	Commitment to the values and aspirations of the Devon Wildlife Trust
	

	
	Methodical approach to project planning and delivery
	Ability to manage multiple projects unsupervised

	
	A positive and resilient approach to problem solving and project delivery 
	Interest or experience in the low carbon sector

	
	Able to identify unsafe working practices and intervene where required
	Ability to write costed plans with associated budgeting

	
	Able to build strong internal and external relationships
	

	Knowledge & qualifications
	Knowledge of current Health & Safety legislation
	Knowledge of building services and systems

	
	Current UK Driving licence
	Knowledge of CDM regulations

	Experience
	Experience of project management in operations or property management
	Experience and knowledge of low carbon technologies

	
	Experience of contractor management
	Experience of preparing tender documentation and appointing contractors


5. Reporting Structure
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6. Working Relationships

Internally the postholder will work closely with:
· Managers from across the Trust 

· Key contacts with site responsibility at each DWT premises

Externally the postholder will work with:
· Contractors

· Regulatory bodies

· Volunteers

· Key funders

7. Key Challenges

· All DWT offices are well equipped, operationally coherent and meet all statutory requirements.

· Low carbon initiatives continue to see our carbon footprint reduce annually.

· Clear and concise plans written to develop and maintain all DWT properties in the medium to long term.
· Capital or development projects have been delivered safely and successfully.

· Securing finance for sustainable property enhancements.
· Contractors are working to agreed health & safety standards.
________________________________________________________________________
BRIEF SUMMARY OF TERMS OF EMPLOYMENT

DWT is committed to providing the best terms and conditions of employment that it can and arrangements which promote an appropriate work/life balance for its staff.  It has adopted some arrangements which can help staff to achieve their preferred balance such as part-time working, flexibility in working hours, a time off in lieu system and flexible leave arrangements.  

· Location: the post is based at Devon Wildlife Trust, Cricklepit Mill, Commercial Road, Exeter, EX2 4AB.
· Agile working: DWT is currently trialling agile working arrangements.  This post has been categorised as a hybrid post, which includes a combination of office and home working.  The postholder will be expected to spend a minimum of 40% of their time at a DWT workplace.  These arrangements will be kept under review and may result in a change to the contractual location of the post.
· Salary is £31,155pa on Grade Specialist Officer of DWT's salary scale.  The scale has four incremental points, the highest point is currently £34,524 for full-time working (37.5 hours a week).

· Working hours are 37.5 hours a week, flexitime, the parameters of which are Monday – Friday flexible bands 0700-1000 and 1500-2000, core time 1000-1200 and 1400-1500, a minimum of 30 minutes lunch break.  
Attendance may occasionally be required at evening meetings; no overtime will be payable but time off may be taken in lieu under DWT’s authorised overtime system.
· Holidays:  25 days a year of paid leave plus Bank Holidays and additional paid time off during the Christmas shut down period.

· Travel: all reasonable travel costs incurred as part of the job will be reimbursed within DWT's approved rates.
· Benefits:  DWT contributes 7% of salary to a personal pension scheme (following a three month postponement period). Minimum 3% employee pension contribution.
· Probationary period:  the appointment will be subject to a nine-month probationary period but a full review will be carried out in the seventh month and the probationary period might be ended at that time. 
· Notice period:  during the probationary period, notice will be one week by either party.  On satisfactory completion of the probationary period this will increase to one month by either party.

· Privacy notice: DWT is committed to protecting the privacy and security of your personal information. A full copy of DWT’s privacy notice can be obtained from our website (in the downloads section of the advert for this post).
________________________________________________________________________
RECRUITMENT PROCESS
DWT’s recruitment and selection process aims to select the applicant whose qualifications, experience, knowledge and abilities most closely match the requirements of the post as set out in the Person Specification.  
How to Apply

To apply for this post please complete the attached application form and send to Hannah Andrews at the address below or alternatively e-mail your application to jobapps@devonwildlifetrust.org.  This should be accompanied by a covering letter of not more than two sides of A4 which you should use to demonstrate how you meet the requirements of experience, knowledge and skill as set out above.  You may submit a CV but the application form must be completed in full.  Please do not submit any supplementary documents (such as examples of previous work), as we are unable to pass these on to the shortlisting panel. Please mark your letter ‘private’.

Please note that we can only accept applications in Microsoft Word or PDF format.

The deadline for receipt of applications is midnight on Sunday 19 May. 

Visa Sponsorship

Candidates requiring Visa sponsorship are welcome to apply for the post.  We will follow the same recruitment process as we would for other candidates applying for the post.  However, if you were successful we would need to consider whether DWT has the resources to act as a sponsoring organisation and the legal basis for offering you employment in line with immigration law.  Please note the question regarding work permits in the application form and respond appropriately. 
Interviews

Interviews will be held on Wednesday 29 May.  It is hoped that the successful candidate will be able to take up the post on 1 July.
The interview panel is normally made up of two or three people.  The purpose of the interview is to allow us to ask questions to expand on the information which you have provided on your application form so that we can make a judgement on the extent to which you meet, or exceed, the selection criteria for the post.  We aim to do this objectively and fairly and the questions we ask will be specifically aimed to test the selection criteria. 
In order to provide us with as much information as possible about each candidate’s abilities we may ask you to carry out a job related selection exercise.  You may be asked to prepare this beforehand, in which case we will send you details prior to the interview date or to carry out the exercise on the interview day.  

If selected for interview you will be required to present documentary evidence to confirm qualifications identified in your application.  These will include your Degree (or similar qualification) and any other qualifications you hold related to this post.
We regret that, for financial reasons, we are unable to respond to all applicants individually.  If you have not heard from us by Friday 24 May please assume that we will not be calling you for interview.   

Thank you for your interest in Devon Wildlife Trust.
Properties Officer Job Application Pack April 24
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