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Job Profile

1. Identification of Job

SBIC Operations Manager

Hybrid working, minimum of 1-2 days per week based at our HQ in Pirbright (office space also available at Nower Wood, near Leatherhead), remainder is home working

Responsible To: Director of Nature Solutions and Partnerships
Responsible For: Surrey Biodiversity Information Centre Data Officer(s), SBIC Volunteers (as required)

2. Overall Purpose of Job:

The SBIC Operations Manager will be responsible for the day-to-day management and operation of the Surrey Biodiversity Information Centre (SBIC) supporting the SBIC Strategic Lead in achieving and then maintaining the status of SBIC as an accredited Local Environmental Records Centre (LERC) and developing and implementing an SBIC Business Plan.

3. Main Responsibilities:
· Manage the day-to-day operations and activities of the SBIC
· Manage service delivery to funding partners and clients,
· Oversee and maintain relevant data and information systems,
· Work with SBIC Strategic Lead to develop partnerships with a variety of organisations and individuals, increasing the network and building links,
· Manage the SBIC Data Officer(s) including day to day management, performance appraisals, work programmes and other activities. 

4. Job Specification

ALERC Accreditation [footnoteRef:1] [1:  The Association of Local Environmental Records Centres Accreditation System V2.1
] 

· Ensure full understanding of the requirements to achieve and maintain ALERC Accreditation, with particular reference to SBIC’s Policies and Procedures,
· Working with the SBIC Strategic Lead, develop a work programme (and associated investment) to achieve ALERC accreditation and once achieved, lead the SBIC team to maintain this.

Data Management and Supply
· Manage data efficiently and securely through the effective application of SBIC’s Policies and Procedures in accordance with ALERC Accreditation Standards,
· Ensure the maintenance and development of appropriate systems to support the biodiversity data needs of SBIC’s partners. This includes the use of a Recorder 6 species database and spatial layers (containing both site, species and habitat data) held within a MapInfo Geographical Information System (GIS),
· Ensure accurate data capture to SBIC databases, including digitisation of species, habitat and site records,
· Ensure that SBIC responds to requests from a wide range of organisations including local authorities, consultants, voluntary bodies and the general public within agreed standards and timescales and with appropriate reference to SBIC’s Data Supply Policy and in accordance with ALERC Accreditation Standards.

Developing Data Holdings
· Work with the SBIC Strategic Lead, SBIC Data Officer, SWT Citizen Science Manager and Citizen Science Officer and Surrey’s specialist recorders and recording groups to incorporate key species datasets into the SBIC habitat/species databases.

Developing Relationships with Recorders and Volunteers
· Organise SBIC’s annual Recorders’ Meeting and produce an associated newsletter for recorders, managing the input of the wider SBIC and Citizen Science teams to this event, 
· Co-ordinate SBIC support for other key county level events including Surrey Nature Partnership’s Biodiversity and Planning Conference and River Catchment Partnership events,
· Organise a programme of field events for recorders. In partnership with the SBIC Strategic Lead and SWT Citizen Science Manager, identify key gaps in Surrey’s biological records and arrange events to target under recorded areas and groups,
· Support the work of local recorders and recording groups providing information and assistance as required,
· Assist the SBIC Strategic Lead to develop a rolling programme of species atlases and habitat inventories.

Business Development
· Support overall business development of SBIC alongside SBIC Strategic Lead and Director of Nature Solutions and Partnerships, including the provision of services to partners and SLA holders,
· Work with SBIC Strategic Lead on overall budget planning and forecasting, 
· Develop overall SBIC structure, brand and visibility within the county including SBIC website,
· Standardise SBIC templates, reports, and other operational processes.

Other Responsibilities
· Provide secretariat support for the SBIC Advisory Group,
· With SBIC Data Officers, provide secretariat and administrative support for Surrey Local Sites Partnership (SLSP) as part of its role to identify and evaluate Sites of Nature Conservation Importance (SNCI – also known as Local Wildlife Sites),
· Represent SBIC at relevant events and meetings as required; it will be necessary to travel around the County and occasionally within the UK. This may involve unsociable hours including weekend and evening working and sites or locations which are not easily accessible by public transport,
· Carry out all other such duties appropriate to the post as may from time to time be delegated by the Director of Nature Solutions and Partnerships,
· All SBIC staff are required to abide by the wider organisational policies and procedures of the host body, Surrey Wildlife Trust.

5. 
Person Specification

Education/training, experience & knowledge

Essential:
· Higher education qualification in a natural or environmental science or related discipline,
· An understanding of species recording and the role of Local Environmental Records Centres (LERCs),
· An understanding of the different types of biodiversity data and an awareness of the uses to which biodiversity data is put,
· Experience in using a range of software packages particularly word processing (MS Word), spreadsheet (MS Excel) and database software (MS Access or any other relational database systems).
· Previous experience of managing operational areas, service improvement, business development, Service Level Agreements.
· Previous involvement in line management or supervision of other colleagues.  

Desirable:
· Experience of the work of a Local Environmental Records Centre,
· Experience in the use of databases and GIS to manage biodiversity data,
· Experience of Recorder 6 and/or MapInfo GIS,
· An understanding and awareness of the needs of species recorders and specialist recording groups,
· An understanding of the ecology and the key nature conservation issues in south-east England,
· Knowledge of protected sites and species legislation in particular their role within the local planning process.

Skills & personal qualities

Essential
· Excellent administration, organisation and time management skills,
· The ability to research and present information appropriately and to deadlines to a range of audiences,
· Enthusiastic and self-motivated, with an ability to work on own initiative or as part of a team,
· Ability to work under pressure and meet deadlines,
· A current, clean driving licence.

Desirable
· Conscientious, methodical and accurate with an eye for detail,
· An ability to recognise and report on opportunities for operational and service improvement,
· Experience of liaising with a wide range of organisations and individuals, good interpersonal skills,
· An understanding and commitment to equal opportunities. 

6. 
Background

SBIC exists to collect, manage and disseminate information on the flora, fauna and habitats of Surrey and in doing so the Centre seeks to hold as comprehensive a record of the wildlife of Surrey as possible.  

SBIC holds as its core belief that informed decision making and a better understanding of the landscape of Surrey can only be achieved through access to relevant information on the distribution and abundance of species and habitats across the County. This vision has evolved out of the shared need and commitment of a wide range of organisations and individuals. To achieve it, the Centre works in partnership with national and local government, specialist schemes and societies as well as individual recorders and naturalists.

SBIC continues to build on more than two decades of work and holds nearly three million individual species records. However much remains to be done. As such SBIC will look to retain secure, sustainable, long term funding, establish suitable management/advisory structures, apply data management standards, build relationships with key recording groups, improve core data holdings and promote the Centre to new audiences through the development of innovative products all with a view to meeting the accreditation standards established for Local Environmental Record Centres by the Association of Local Environmental Record Centres (ALERC). 

Biological records lie at the heart of nature conservation and this post offers the successful applicant an opportunity to play a critical role in the development of Surrey Biodiversity Information Centre. The post holder will be responsible for delivering key areas of the SBIC Business/ Development Plan as well as delivering the day-to-day activities of SBIC.
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