
Admin Assistant

Job Description and Person Specification

Reports to: 		Landscape Recovery Project Manager

Contract: 		Fixed term (January 2025 – December 2025)

Hours:	26 hours per week Monday to Friday
(15 hours to be spent on Landscape Recovery Project, and 11 hours spent working on wider Nature Recovery Team projects including the Water Team and Wiltshire and Swindon Biological Records Centre.  More hours and contract extension may be possible in the future subject to funding)

Based at: 		Elm Tree Court, Devizes with some home working available 

JOB PURPOSE
We are looking for an experienced administrator to provide day-to-day administrative and financial support to the Landscape Recovery project team as they navigate their new and exciting Wylye Valley Landscape Recovery project. Our Admin Assistant’s excellent organisational skills and attention to detail will underpin the team’s pioneering work to secure long-term private investment for the landscape-scale restoration of Wiltshire’s precious chalk stream habitats. 

The Admin Assistant will also support the wider Nature Recovery Team in the smooth running of the teams variety of river, wetland restoration, and species recovery projects; ensuring that claims and invoices are correctly processed, enquiries are passed on to other members of staff.

Please note this role is not appropriate for an early-career conservationist seeking to secure a role in land management or ecology. We are seeking an experienced administrator who is highly organised, detail-oriented and adaptable.

DIMENSIONS
Direct line management reports: none
Budget responsibility: to support the Landscape Recovery project team with financial administration. Support with financial administration of smaller Nature Recovery Team projects

MAIN DUTIES AND RESPONSIBILITIES 
NB some of these tasks are only relevant to the hours spent on the Landscape Recover project. All other tasks form part of the role supporting both the wider Nature Recovery and Landscape Recovery team.

1. Financial administration

· Undertake day-to-day financial administration tasks (i.e. track expenditure, process invoices) LR only
· Monitor project budgets, ensuring the team are made aware of areas of deficit and/or surplus 
· Prepare and submit claims to Defra on a quarterly basis, including: LR only
· Collate evidence of expenditure (i.e. payslips, timesheets)
· Complete and submit forms (i.e. claim forms, amendment request forms)
· Respond to Defra email enquiries
· Support Nature Recovery Team in compiling and submitting claims for grants

2. General administration

· Manage the shared Landscape Recovery inbox, responding to email enquiries and/or forwarding enquiries to relevant team members LR only
· Organise and prepare for internal and external meetings and events as required 
· Support the team with reporting and monitoring as required
· Building and maintaining effective relationships, internally and externally 

3. Grant compliance LR only

· Read and understand the Landscape Recovery handbook guidance including policies and procedures relating to grant claims, procurement, governance and due diligence
· Stay up-to-date with the latest updates from Defra as they are circulated by email and via Teams channels 
· Ensure the project team are informed of any relevant changes and that internal procedures and processes are updated as required to ensure compliance with Defra policies

4. Project deliverables

The post-holder will also contribute towards the project deliverables on an ad-hoc/as needed basis. This is likely to include tasks such as:

· Liaising with external contractors and suppliers to obtain quotes and agree terms
· Conducting research online, conducting searches and gathering information (e.g. land registry)
· Data entry (e.g. land parcel data, habitats and species data from reports)
· Any other additional administrative tasks to support the Landscape Recovery and Nature Recovery teams as required

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 

In April 2024, Wiltshire Wildlife Trust launched their new ‘Landscape Recovery’ project, funded by government (Defra), which aims to restore the rare chalk stream and floodplain habitats in the stunning Wylye Valley in Wiltshire. Landscape Recovery is a national scheme which aims to empower landowners and land managers across England to take a more long-term and large-scale approach to producing environmental and climate goods on their land. 

WORKING RELATIONSHIPS

The Landscape Recovery team sits within the dynamic and experienced Water Team at Wiltshire Wildlife Trust who oversee the delivery of a range of river and wetland restoration projects. The post-holder will benefit from working within a diverse and friendly team of experts, all deeply passionate about nature’s recovery.

The Landscape Recovery team work closely with Wessex Rivers Trust, Wylye Valley Farmers, the Environmental Farmers Group and Piscatorial Society who together form the project’s Steering Group. The post-holder will be in regular contact with these stakeholders and the 19 landowners in the project via email and occasional meetings.

KEY CHALLENGES

The government’s national Landscape Recovery scheme is new and fast-evolving, with 55 pilot projects now underway across England. The guidance from Defra is complex and updated regularly as project’s learn and develop, so the post-holder will need to be remain agile and adapt as policies and procedures are updated. Our team are in regular contact with other Landscape Recovery projects which helps us to solve problems collectively and navigate challenges as they arise. 




SCOPE FOR IMPACT

The Wylye Valley Landscape Recovery project plays a crucial role towards Wiltshire Wildlife Trust’s strategic aim to restore species, habitats and natural processes at scale across Wiltshire. Successful delivery of this project will pave the way for the creation of new and diverse landscape-scale restoration projects in Wiltshire. The project also has national significance as its outcomes will help the UK government to achieve the ambitious goals under the 25 Year Environment Plan.

Our ambition for this project is to secure long-term funding that would see the project progress into a second, much longer (20+ years) funded phase from 2026 onwards.  
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As well as the Landscape Recovery Project the Nature Recovery Team includes the Water Team and Wiltshire and Swindon Biological Records Centre. Both teams undertake a wide array of species and habitat recovery projects across the varied terrestrial and freshwater habitats across Wiltshire. Some of these projects include pioneering wetland creation and chalk stream restoration projects which seek to be case studies for how nature restoration can deliver tangible benefits to both humans and wildlife. The WSBRC also undertake a range of data and evidence projects alongside targeted species recovery projects.
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EXPERIENCE, QUALIFICATIONS AND SKILLS REQUIRED

	
	Essential
	Desirable

	Qualifications
	GCSEs in Maths and English 

	

	Experience
	Extensive experience using Microsoft Outlook to send emails (internally and externally) and set up meetings (including in-person and on Microsoft Teams/Zoom) 
	Experience handling data in compliance with GDPR regulations

	
	Solid experience using Microsoft Excel for tracking expenditure and monitoring project budgets 
	Experience creating communications content (e.g. drafting captions for social media, drafting leaflets)

	
	Experience supporting teams with financial administration (e.g. processing invoices, identifying errors and solving problems)
	Experience editing and/or managing websites in Wix (e.g. editing webpages, downloading data submissions)

	
	Experience working within a team working collaboratively to deliver complex projects
	

	Skills
	Excellent organisation skills 
	Working knowledge of current GDPR regulations

	
	Excellent data management skills including understanding of good practice for storing and managing datasets in Excel 
	

	
	Excellent time management and prioritisation skills 
	

	
	Ability to communicate effectively with a wide range of audiences
	

	Personal attributes
	Excellent attention to detail and a naturally detail-oriented approach to tasks
	

	
	Ability to proactively identify and solve problems 
	

	
	High level of self-motivation and ability to work unsupervised 
	

	Additional requirements
	None
	


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.
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