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Engagement and Visitor Experience Manager

Job Description and Person Specification

Reports to:		Director of Fundraising and Engagement
Contract:		Permanent 
Hours:			37.5 hours per week Monday to Friday with evening and weekend expected.
[bookmark: _Hlk182306214]Based at:	Elm Tree Court, Devizes with some home working available. There will be some travel around the county depending on events being held.

JOB PURPOSE 
As Engagement and Visitor Experience Manager, you will provide a key role in engaging communities across Wiltshire and Swindon. Our Engagement activity is critical in ensuring Wiltshire Wildlife Trust deliver our strategic goal of inspiring 1 in 4 people to take meaningful action. In doing so, it helps the Trust to deliver its vital conservation work across Wiltshire and Swindon: standing up for wildlife, fighting the effects of climate change and the biodiversity crisis and sustainably managing our 43 nature reserves to help bring about nature’s recovery in our county. 

This is an exciting opportunity to shape and deliver our offering to the community. We currently have two flagship reserves that have physical space to grow our visitor experience through visitor centres, events and our cafes. Engaging with our members (over 23,000) and our Volunteers (over 1,000 active) and working in partnership with the wider fundraising and engagement directorate, you will be responsible for delivering campaigns to inspire existing and new audiences in our work. 

DIMENSIONS 
You will be responsible for a strategic programme of engagement, delivering set targets agreed by the Executive Team. 

You will be responsible for the management and budgets of our two cafes and visitor centres at our two flagship reserves and coordinating events across the county. 

You will lead on engaging and growing our volunteer network and ensuring there are opportunities for them to participate in the work of the Trust. 

MAIN DUTIES AND RESPONSBILITIES
The main duties and responsibilities are:
Cafes and Visitor Experience
· To manage the day to day running our Lower Moor and Langford Lakes buildings
· To line-manage the Café Manager at Lower Moor Farm and support them with event programming and engagement activities
· To develop and maintain the visitor experience at both Lower Moor and Langford Lakes, utilising the spaces available to create visitor centres. This includes utilising our volunteers to be present at the centres
· To liaise with the café owners at Langford Lakes to ensure partnership and support of their business
· Working with the reserve team to ensure the visitor experience at all of our reserves is exceptional

Events and Activities
· To line-manage the Events Coordinator at Langford Lakes and ensure the Brockbank Centre is fully utilised and providing sustainable income streams for the Trust
· To coordinate and report on events delivered by staff across the trust in partnership with the MarComms team
· To create a new events calendar to engage new audiences and encourage donations, membership and volunteering
· To manage our flagship annual event, Country Comes to Town
· To ensure events and activities are well publicised through our social media, newsletters and other communication channels
· To work with strategic partners to increase our reach, coordinating and managing partners to build relationships

Volunteering
· Management of the Engagement Manager to oversee our volunteer programme including Wildlife Watch and our Young Ambassadors
· To oversee enhancement of Team Kinetic, our volunteer platform, and ensure volunteers feel engaged and supported.
· Develop implementation plans for growing our reach through targeted volunteer recruitment in partnership with staff across the trust
· Coordinate corporate volunteer days on behalf of the fundraising team

Campaigns
· Develop and deliver the ‘Team Wilder’ approach to engage communities in line with the national Wildlife Trust offering
· Create exciting campaigns with our MarComms team to encourage people to take action in their own home or community
· Work with the fundraising team to deliver targeted appeals to raise funds for specific projects
· Encourage people to take action through citizen science and registering their activity or sightings on the WWT website

General
· Provide written and verbal reports and proposals for the Executive and Trustees
· Ensure all activity is compliant with all aspects of Data Protection, Health & Safety Legislation and all giving/fundraising guidelines as enforced by The Charities Commission, Institute of Fundraising and Fundraising Standards Board. 
· Undertake additional duties commensurate with the post as may reasonably be requested from time to time.

SAFEGUARDING
Wiltshire Wildlife Trust is fully committed to safeguarding the welfare of all children, young people and adults at risk. All WWT staff will receive safeguarding training and must ensure that they comply with WWT’s safeguarding policy.

BACKGROUND 
With a friendly staff team and many passionate and expert volunteers helping fulfil our mission, Wiltshire Wildlife Trust can offer a satisfying work environment and the opportunity to connect with nature in our network of local reserves, supporting group activities and events and helping to generate fresh and dynamic content for our communication channels.

We are the largest organisation concerned with all aspects of the environment in Wiltshire and Swindon. We manage 43 nature reserves across the county, advocating for the protection and restoration of habitats for wildlife, modelling sustainable farming, and promoting renewable energy.  We bring the benefits of nature to people via learning, wild experiences and demonstrating through our work how a closer relationship with nature can promote wellbeing. 

We are also part of network of 46 Wildlife Trusts which spans the whole of the UK, advocating for the recovery of our natural environment, which has over 900,000 members.

WORKING RELATIONSHIPS 
The post-holder will report to the Director of Fundraising and Engagement, working closely with the Executive Team to ensure they are fully appraised of all key issues and with key colleagues across the organisation to deliver successful Engagement. The Engagement and Visitor Experience manager will act as an advocate for Engagement within the Trust, helping colleagues to recognise the importance of our communities and to integrate these activities into their own work. 

KEY CHALLENGES
As a newly formed the Team within the Fundraising and Engagement Directorate the Engagement and Visitor Experience Manager will need to create the vision for the Engagement and Visitor experience in the first instance. Prioritisation of tasks will be crucial as well as leading the Team to realise their full potential. 

There are many opportunities that will arise within Engagement and Visitor Experience therefore resources must be used to provide best value for money and aligned with strategic impact.

SCOPE FOR IMPACT 
To maintain and grow the Trust’s outreach and engagement activity in line with strategy through delivering activities, leading campaigns and developing our visitor experience to inspire 1 in 4 people across Wiltshire and Swindon to take action for nature. 

EXPERIENCE, QUALIFICATIONS AND SKILLS REQUIRED
	        
	Essential
	Desirable 

	Knowledge and experience 
	- Proven success of coordinating events 
- Educated to degree level 
- More than 5 years’ work experience in an events or engagement role 
[bookmark: OLE_LINK1]- Working to financial targets 
- Reporting against targets
- Significant experience of managing people and other stakeholders
- Stewarding relationships
- In depth knowledge and experience of community engagement
- Ability to generate engaging campaigns
	-experience of visitor centres our equivalent 
- Knowledge of project budgeting 
- Securing in-kind support
- Understanding of Wiltshire and Swindon 



	Professional skills 
	-Influencing people of all levels of seniority internally and externally in a variety of settings 
-Writing compelling, well-argued, inspiring copy for campaigns and event advertising 
-Working under pressure and meet multiple deadlines in a timely manner 
-Proactive prioritisation
-Innovative and willing to try new approaches
-Able to use initiative and solve problems independently 
-Good familiarity with Microsoft Office software and at least one CRM database 
-Keeping accurate records
- Social media experience
	· Confident presenter to different types of audiences
· Strong understanding of responsibilities and when to escalate to management


	Personal Attributes 
	-A clear interest in the environment, nature and sustainability 
-Ambitious, self-motivated and target-driven 
-Strong interpersonal skills and ability to work well in a team
-Excellent self-organisation, project management and planning skills 
-Approachable, flexible and dynamic manner 
-Able to act with tact, diplomacy and confidentiality and deal with sensitive issues
-Can defend a case robustly
-Attention to detail
-Persistent and tenacious

	-Unphased by challenging interactions 

 


	Additional requirements 
	-Valid full driving licence
-Willingness to work out of normal business hours
- willingness to travel across the county to our different sites
-Permission to work in the UK
	



Special note:
This job description does not form part of the contract of employment but indicates how that contract should be performed. The job description will be subject to periodic review and amendment in consultation with the post holder. The post holder may be required to perform duties other than those given in this job description. The duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties or the level of the responsibility entailed. Such variations are a common occurrence and would not in themselves justify the re-evaluation of a post.  In cases, however, where a permanent and substantial change in the duties of the post occurs, consistent with a higher level of responsibility, then the post would be eligible for re-evaluation.


THE REHABILITATION OF OFFENDERS ACT 

The provisions of the Rehabilitation of Offenders Act relating to the non-disclosure of spent convictions do not apply to this job. 

YOU MUST, THEREFORE, DISCLOSE WHETHER YOU HAVE ANY PREVIOUS CONVICTIONS. 

If successful, you will be required to apply for a Disclosure and Barring Check from the Disclosure & Barring Service. The level of check required for this job is an Enhanced Disclosure.
 A copy of our Policy Statement and Code of Practice is available on request.
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