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Senior Project Officer 
Job Description 


Contract Type: Permanent, full-time

Location: Oxford Office based or hybrid

Salary: £34,000 per annum

Reports to: Regional Programme Manager (Central Team)

Role Purpose: Manages a portfolio of projects to deliver habitat creation and management delivery and participates in fundraising activity for the Freshwater Habits Trust’s (FHT’s) Central Team Programme. 
[bookmark: _Hlk147742021]Role
We are seeking an experienced and motivated Senior Project Officer to lead and support the development and delivery of Natural Flood Management (NFM) and wider freshwater conservation projects. The role requires an enthusiastic and multi-skilled individual who has a mix of technical and project management skill sets. 

The individual will need to have experience of habitat creation and restoration, landowner engagement and stakeholder management as well as fundraising experience, excellent leadership and project management skills.  Freshwater Habitats Trust (FHT) works, in collaboration with both internal and external experts. 

This is an exciting role with varied activities, including, project management, project technical delivery and participating in fundraising proposals. Depending on how the team grows there maybe the potential for line management responsibility. 
Key Responsibilities / Activities
Project Management 
· Manage technical projects from initiation to completion, developing and maintaining project plans, schedules, budgets and reporting. 
· Manage changes to project scope, schedule and budget and ensure that project deliverables are provided on time and within budget. 
· Lead and coordinate the activities of the project team which may include external contractors as well other groups such as a volunteer workforce, depending on the project identifying and resolving project issues and risks.
· Responsible for financial management of the project. 
· Lead stakeholder communications and engagement. 
· Responsible for reporting to the client in line with the agreed reporting schedule. 
· Responsible for contract management for the project. 
· Ensure all internal information management systems for projects and finance are updated accordance with policies and procedures.
· Ensure that you are familiar with FHT’s and Health and Safety and Human Resources policies and implement as needed. 
· Provide information on request and in good time to the members of the core team, in line with FHT policies.

[bookmark: _Hlk147743366]Landowner Engagement and Site Identification
· Liaise with potential landowners and other stakeholders to identify sites where practical conservation work could be implemented, including site visits, meetings and presentations.
· Liaise with other members of the team and key partners to ensure efficient coordination of site identification in a particular area.

Habitat Creation and Management Delivery 
· Draw up outline work plans for agreement by landowners and/or land managers using set templates and best practice principles.
· Obtain quotes, select, and set contracts with contractors in accordance with FHT’s procedures, as well as those of funders. 
· Ensure any permissions required are in place before on site work begins.
· Carry out or ensure that suitable site checks and investigations are carried out prior to the practical delivery phase. 
· Ensure adequate on-site supervision is provided during habitat delivery work, in accordance with company H&S policy.
· Ensure that high quality technical delivery is achieved by drawing on both external and internal scientific knowledge and evidence.

Surveys, Evaluation & Monitoring
· Document practical work post-delivery in line with FHT procedures.
· Survey coordination and management e.g. biological and environment survey work including eDNA sampling, water quality and plants and animals (depending on skills and experience) on request.
· Carry out analysis and reporting.
· Assist with dissemination and communication of monitoring results. 

Communication & Dissemination
· Develop and maintain strong relationships with stakeholders. 
· Draw up project communication plans as required.
· Ensure that project communication plans are integrated in the overall FHT communication work.
· When required write copy for social media and other documents as agreed, including case studies and website.
· Represent FHT at meetings and conferences, or through other communication media as relevant to your projects or as agreed with your line manager.
· Lead training for stakeholders as required e.g. volunteers.



Fundraising 

Contribute to fundraising efforts through:
· Attendance at key funding meetings as required.
· Contributing to writing technical and financial proposals.
· Updating FHT’s management information system on fundraising activities. 

General
· Ensure that you understand FHT’s strategy for freshwater biodiversity conservation and that you represent the views of the organisation in your work.
· Seek to improve your knowledge and understanding of best practice and evidence on relevant conservation issues, with a focus on freshwaters and associated habitats.
· Be responsible for your own health and safety at work. 
· Participate in regular team meetings and organisational staff meetings.
· Report on progress against targets and maintain financial records as required.
· Contribute positively at meetings and to the maintenance of a constructive working environment.
· Undertake other duties your line manager or other members of the Senior Management Team may from time to time require.

Person specifications
Experience/skills
· Degree in a relevant subject (at least 2:1).
· Knowledge of National Flood Management would be desirable
· Proven experience in the field of practical habitat creation and management, including on the ground delivery.
· Good knowledge of restoration ecology for both freshwater and terrestrial habitats.
· Experience of contractor management. 
· Knowledge of land management stakeholders and policy.
· Good level of project management experience. 
· Financial management and budgeting experience.
· Line management experience would be desirable. 
· Good IT skills including MS Office and ARCGIS.
· Full current driving licence.

Personal qualities
· Ability to work and manage time independently.
· Team orientated and comfortable working with a wide range of partners.
· Attention to detail and can deliver to deadlines.
· Excellent analytical and problem-solving skills.
· Ability to work under pressure and make hard decisions required to achieve project objectives. 
· Excellent time management and organisational skills.
· Good interpersonal skills, approachable and professional.

What we offer
Freshwater Habitats Trust offer the following benefits:  
· The option to work flexibly between home and office 
· 35-hour work week (FTE)  
· Accommodation, subsistence and mileage paid when travelling for work purposes 
· FTE 25 days of annual leave plus bank holidays  
· Pension with 6% employer contribution  
· Contribution of £30 towards eye tests  
· Free Employee Assistance Programme.  
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