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Direct Report:                              Head of Restoration  

Remuneration Banding:            £21,200 - £27,560 pro rata (depending upon experience)

Start date:                                     Immediate

Term:                                              4 or 5 days per week, permanent position

Location:                                       Home based, with occasional travel

Organisational Overview
Beaver Trust is a small and agile organisation with a mission to restore beavers to regenerate our
landscapes. We consider the beaver a totem for rapid and systemic change across rural and urban
landscapes. We are a trusted intermediary, convenor and partner to government, communities and key
stakeholder groups.
 
Our work involves significant fieldwork to undertake feasibility studies for potential new beaver sites,
trap and translocate beavers and support landowners with practical mitigation.  

Summary Job Description

We are delighted to be recruiting an experienced project administrator with a wildlife conservation
background and experience of project delivery work to help deliver all aspects of Beaver Trust's
restoration work.

You will be responsible for assisting in the development, streamlining and maintenance of project 
 proposals, project reporting, invoicing and data handling.

You will work closely with the Restoration team, who lead on proactive beaver restoration, mitigation
and landowner relationships promoting coexistence with beavers. 

We need a highly organised and experienced project administrator who can support the team in
multiple aspects of project delivery; including project progress tracking, update reporting and invoicing,
someone who will work with colleagues to ensure we are reporting back in a timely and impactful way. 
 
In your first six months you will help us to develop efficient processes for project delivery reporting and
data handling, including opportunities for research on unique data sets. 

Restoration Project Officer



Work closely with the Head of Restoration to streamline processes to deliver our restoration
strategy, to support agreed organisational goals and priorities and build on our strong track record
of project delivery focused around beaver reintroduction and coexistence mitigation.

Maintain close interaction with colleagues to translate programme priorities and learning into clear
project tracking, data handling and reporting delivery both internally and externally  to a range of
stakeholders and project partners. 

Draft creative, inspiring and well-written proposals, reports and communications materials to a high
standard for project delivery purposes where required.

Work with the Restoration and Communications teams to disseminate project tracking and
deliverable outcome information and communications targeting individuals, project partners, and
members of the public.

Carry out research and analysis for documenting the delivery of multiple project goals, including
animal data, project feasibility and engagement , as required by the Head of Restoration, including
assimilation and communication of Beaver Trust programmes, science and evidence.

Review and maintain a series of data sets, accurate documentation, data and systems to track
project delivery progress, adhering to GDPR regulations. 

Liaise with the Finance Manager and Head of Restoration to review and develop accurate
organisation and programme budgets, and maintain the project invoicing system.  

Assist Head of Restoration to produce various reports to the Chief Executive, Senior Management
Team, and Board of Trustees as required.

Occasional support for CEO when required for particular events.

Key Responsibilities
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Highly organised and used to overseeing complex applications, programmes and relationships.

Previous administrator experience with a background in wildlife conservation or ecology. 

Strong interpersonal skills and ability to work constructively both independently and as part of a
small team.  

Computer and IT literate, including experience working with databases, Microsoft Office and Google
Suite. 

Capable of writing accessibly about complex science and conservation for a variety of audiences.

Ability to link project requirements with organisational budgets and invoicing.

Hardworking, committed and driven to deliver our mission.

Able and willing to travel nationally for work on occasion, with access to transport to get to areas
not covered by bus/rail.

Person Specification
Essential

Desirable

Knowledge of beaver biology and ecology. 

Confident in project tracking systems with experience of project delivery from conception to
completion according to deadlines.

Experience with GIS software and basic working knowledge of QGIS.

Strategic thinker when dealing with large, long term data sets. 
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You will work from home with some travel to meetings with restoration team and project partners and
sites across the country. You may be required to travel abroad occasionally.

Location

General Responsibilities

Follow all charity policies.

Actively participate as part of the team.

Help to promote a positive, healthy and happy work environment and team culture.

Attend and contribute to regular meetings online (and in person when required).

Work in accordance with the current Data Protection Acts.

Be responsible for the health and safety of yourself and others at work.

Undertake any other duties as reasonably required.

Keep up-to-date with input from colleagues on related research, activities and policies.
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Please submit your application for the position in the form of your CV (two pages maximum) and a
covering letter (one page maximum) explaining your interest and suitability for the role by email to
jobs@beavertrust.org, entering Restoration Project Officer in the subject line.   Please note that any
applications that exceed the maximum length will not be considered.  We do not accept applications
via LinkedIn. 

Beaver Trust strives to be diverse and inclusive and a place where we can all be ourselves and we
positively welcome applications from people from a wide range of backgrounds and experiences. We
are committed to equality of opportunity for all staff and encourage applications from individuals
regardless of their religion, beliefs, age, gender, race, disability or sexual orientation. 

Process

Applications to be submitted to:  jobs@beavertrust.org

Closing date for applications: Sunday 5th February 2023.

Interviews: On Zoom, Thursday 16th February 2023.

All shortlisted candidates will be contacted by Friday 10th February 2023. If you have not heard from
us by this date, please accept our thanks for applying and assume that you were not shortlisted on
this occasion. 

Job offers will be subject to two satisfactory references and proof of right to work in the UK.

All staff are based at home. In order to meet our Health and Safety requirements we need to
assess the home work location of the successful candidate before they can begin home
working. 

Application

How To Apply
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What information do we collect?

The identity and contact details of the Employer is; 
Beaver Trust (“the Employer”) of 61 Bridge Street, Kington, HR5 3DJ
The data controller is the Executive Director.

Beaver Trust is committed to protecting the privacy and security of your personal information.
This privacy notice describes how we collect and use personal information about you during the
recruitment process, in accordance with the General Data Protection Regulation (GDPR) and applies to
all candidates.

This Privacy Notice is for information only; it is not a contractual agreement.

Recruitment Privacy Notice

The information you have provided to us in your curriculum vitae and covering letter/email;
Any information you provide to us during an interview; and
Information you provide in relation to your right to work documentation.

Information about your race or ethnicity, religious beliefs, sexual orientation and political opinions;
Information about your health, including any medical condition, health and sickness records; and
Information about your criminal record

You, the candidate;
Recruitment agencies;
Search consultants;
Our employment background check provider,
Our credit reference agency;
Your named referees; and
Data from third party publicly accessible sources. For example, SRA and CILEx professional
memberships.

In connection with your application for work with us, we will collect, store, and use the following
categories of personal information about you:

We may also collect, store and use the following “special categories” of more sensitive personal
information:

We collect this personal information from the following sources:
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Why we process your personal data?

We need to process data to take steps, at your request, prior to entering into a contract with you. We
also need to process your data to enter into a contract with you.

In some cases, we need to process data to ensure that we are complying with our legal obligations. For
example, we are required to check your eligibility to work in the UK before employment starts.
We have a legitimate interest in processing personal data during the recruitment process and for
keeping records of the process. Processing data from you allows us to manage the recruitment process,
assess and confirm your suitability for employment and decide to whom to offer a job. We may also
need to process data from you to respond to and defend against legal claims.

We process health information if we need to make reasonable adjustments to the recruitment process
for you. This is to carry out our obligations and exercise specific rights in relation to employment.

Where we process other special categories of data, such as information about ethnic origin, sexual
orientation, health or religion or belief, this is for equal opportunities monitoring purposes.

We are entitled to carry out a criminal records check in order to satisfy ourselves that there is nothing in
your criminal convictions history which makes you unsuitable for the role. We may use a third party to
do this on our behalf and may receive a copy of their report if you have consented for us to do so.
We will not use your data for any purpose other than the recruitment exercise for which you have
applied.

Who has access to your data?

Your information will be shared internally for the purposes of the recruitment exercise. This includes
members of the HR and recruitment team, interviewers involved in the recruitment process, managers
in the business area with a vacancy and IT staff if access to the data is necessary for the performance of
their roles.

We will not share your data with third parties, unless your application for employment is successful and
we make you an offer of employment. We will then share your data with former employers to obtain
references for you, our employment background check provider to obtain necessary background
checks, including a criminal record check and our credit reference agency. All our third-party service
providers are required to take appropriate security measures to protect your personal information in
line with our policies.

We do not envisage transferring the personal information we collect about you outside the EU.
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How do we protect your data?

We take the security of your data seriously. We have put in place security measures to prevent your
data from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In
addition, we limit access to your personal information to only those employees, agents, contractors and
other third parties who have a business need to know. They will only process your personal information
on our instructions and they are subject to a duty of confidentiality.

We have put in place procedures to deal with any suspected data security breach and will notify you
and any applicable regulator of a suspected breach where we are legally required to do so.

How long will we keep your data?

If your application for employment is unsuccessful, we will hold your data on file for 12 months after
the end of the relevant recruitment process. After this period, we will securely destroy your personal
information in accordance with our data retention policy.

If we wish to retain your personal information on file on the basis that a further opportunity may arise
in future and we may wish to consider you for that, we will write to you separately, seeking your explicit
consent to retain your personal information for a fixed period on that basis.

If your application for employment is successful, personal data gathered during the recruitment
process will be transferred to your personnel file. The periods for which your data will be held will be
provided to you in a new privacy notice.

Your Rights

access and obtain a copy of your data on request;
require us to change incorrect or incomplete data;
require us to delete or stop processing your data, for example where the data is no longer
necessary for the purposes of processing;
object to the processing of your data where we are relying on our legitimate interests as the legal
ground for processing; and
ask us to stop processing data for a period if data is inaccurate or there is a dispute about whether
or not your interests override our legitimate grounds for processing data.

As a data subject, you have a number of rights. You can:

 
If you would like to exercise any of these rights, please contact jobs@beavertrust.org

If you believe that we have not complied with your data protection rights, you can complain to the
Information Commissioner.
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What if you do not provide us with personal data?

You are under no statutory or contractual obligation to provide data to us during the recruitment
process. However, if you do not provide sufficient information, we may not be able to process your
application properly or at all.

Automated decision making

Recruitment processes are not based solely on automated decision-making.

Changes to this Privacy notice

We reserve the right to update this privacy notice at any time.
If you have any questions about this privacy notice, please contact jobs@beavertrust.org.
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