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Job description and Person Specification

Project Officer


	Department 
	Community and Environmental Services 

	Service 
	Environment

	Grade
	G

	Reports to
	Trees Team Leader – Green Spaces Team

	Responsible for 
	Woodland Creation

	Job reference
	10200



	Job Purpose – 


	To lead the development and implementation of woodland creation projects as part of Norfolk County Council’s (NCC’s) “1 Million Trees for Norfolk” initiative, in collaboration with the Woodland Trust, the role will involve regular work with the Treescapes team, in Norfolk and the East Anglian Claylands. The role supports delivery of NCC’s Environmental Strategy and Policy, Tree Planting & Resilience Strategy, Local Nature Recovery Strategy, and national goals outlined in Defra’s 25-Year Environment Plan and the Environment Act.

You will engage with communities, landowners, partners, and internal departments to identify opportunities, build relationships, develop plans, and oversee the successful delivery of woodland creation and tree planting schemes in Norfolk and the wider Woodland Trust East Anglian Treescape area. The role includes project management responsibilities such as funding, procurement, stakeholder coordination, and communication.


	Context – 


	The Government’s 25-year plan for the Environment sets out the context for increasing woodland cover and planting more trees in and around our towns and cities. 

[bookmark: _Int_VSs8MtYU]The Environment Service supports NCC’s response to climate change via the NCC Environment Policy, the Defra 25 Year Environment Plan, and the Environment Act 2021. Work is delivered through significant and high-profile partnership working with diverse stakeholders and management of a complex mix of human and financial resources.

Project elements range from high-level, high-value strategic initiatives to small-scale works in collaboration with local communities and volunteers. This post holder will need to demonstrate an innovative and commercial approach to maximise the benefits of partnership working.

Against an increasingly challenging backdrop where the public sector needs to find more effective ways of delivering its services this post holder will need to demonstrate an innovative approach which embraces new ways of working and an enterprising outlook towards maximising the value of partnership working, community and business sector involvement and securing external funding for the benefit of Norfolk’s people and its environment.




	Accountabilities - 

	Coordinate and deliver woodland creation projects aligned with NCC strategic environmental goals and the Woodland Trusts Treescapes aims.


	Identify suitable land for woodland creation, tree and hedge planting and establishment of outside woodlands, creating evidence-based tree planting opportunity maps using GIS and other tools. Manage or advise on grant applications by acting as the intermediary between NCC, the funders, private individuals / landowners, parish councils, community groups and non-government organisations. 


	[bookmark: _Int_028zCgcq]Advise landowners via direct onsite advice, partnerships, management of consultants on woodland conservation activity, including woodland creation, woodland management, agroforestry and habitat management.


	Support the project lead in managing the implementation of planting schemes from concept through to completion, including procurement and contract management, ensuring 'right tree, right place, right reason'.


	Promote woodland creation, trees outside of woodlands and ancient woodland restoration across Norfolk and the East Anglian Claylands Treescape project.


	Develop strong partnerships with internal teams, external stakeholders, landowners, and communities to co-deliver projects.


	Review and monitor project budgets, resources, timelines, and outputs; produce progress and activity reports; prepare claims and project delivery documents; and procure works and services as required.


	Identify risks and issues, manage day to day project matters, including recommending control measures and support by escalating where required.


	[bookmark: _Int_fYXSFSLA]Ensure effective project communications so that all stakeholders receive timely accurate and appropriate information and are able to provide their input to the project. Produce communications materials and plans as required.  Organise (as required) and attend relevant promotional/community events.


	[bookmark: _Hlk22732180]Manage project documentation to ensure that the storage, retrieval, disposal and management of all project information is compliant with agreed policies and standards, to NCC and Woodland Trust requirements, including creating, maintaining and monitoring project plans.


	Contribute to wider Tree and Woodland Team objectives including responses to pests/diseases like Ash Dieback. Support and, when required, deputise for the Tree Projects Team Leader. 


	Undertake other duties consistent with the nature and scope of the role as required, such as running the plastic tube recycling scheme and monitoring tree survival.






	Person Specification


	Qualifications:

	Essential
	Desirable

	A Degree in ecology, environmental science or similar field, or extensive, demonstrable experience in a comparable role

A full, clean UK driving license

	Qualifications/training in relevant ICT such as GIS software and desktop publishing


	Knowledge/Experience:

	Essential 
	Desirable 

	Significant post-graduate experience within a local authority or conservation organisation, paid or unpaid

Knowledge of tree and woodland planting and the Forestry Commissions UK Forest Standard and Ecological Site Classification Tool

	Experience of project delivery through a range of funding mechanisms including delivering woodland creation or woodland management both practically on the ground and advising through others.

Experience of working with a conservation body, either professionally or as a volunteer. 

Experience of advising farmers, land managers and landowners on farmland and habitat management, with a working knowledge of land management practices. 

Knowledge of tree planting grants 

Basic knowledge of GIS


	Skills:

	Essential
	Desirable

	General tree and natural history skills

Good verbal and written communications skills

Collaborative work style, with the ability to work independently as well as working and engaging with the wider team 

Proactive and dynamic in solving problems

Able to understand, interpret and disseminate policy in understandable format to non-specialists

Good organisational skills and ability to multitask 

Arboricultural, landscape or forestry skills particularly tree planting and woodland design and planting


Ability to undertake travel across a wide area, sometimes to remote locations. Occasional overnight stays may be required.

Driving license

	Knowledge of Norfolk’s and Suffolk’s landscape and biodiversity.





	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information 


	Some outdoor work on varying terrains may be a factor of the role, as is occasional weekend and evening work.

Work will be based primarily in Norfolk and Suffolk, with occasional work in the wider East Anglian Treescape area.

This post is required to undertake business travel and the post holder is responsible for their own travel arrangements.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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