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 Job Description 

	Title
	Programme Officer

	Based
	Currently home working but office base at Harbourside House, 110 Commercial St. Edinburgh, EH6 6NF


	Dept/Region
	Conservation

	Line Manager
	Sarah Proctor, Acting Programme Leader IUCN UK Peatland Programme


Our Mission

The International Union for the Conservation of Nature is a global organisation providing an influential and authoritative voice for nature conservation. The IUCN UK Peatland Programme (IUCN UK PP) promotes peatland restoration in the UK and advocates the multiple benefits of peatlands through partnerships, strong science, sound policy and effective practice.

The IUCN UK PP is currently hosted by the Scottish Wildlife Trust and therefore the postholder will be employed by the Scottish Wildlife Trust.
For over 50 years, the Scottish Wildlife Trust has worked with its members, partners and supporters in pursuit of its vision of healthy, resilient ecosystems across Scotland’s land and seas. We are proud to be have the support of over 42,000 members, 1,000 volunteers and 23 local (volunteer led) groups.

The Trust successfully champions the cause of wildlife through policy and campaigning work, demonstrates best practice through practical conservation and innovative partnerships, and inspires people to take positive action through its education and engagement activities. The Trust manages a network of 120 wildlife reserves across Scotland and is a member of the UK-wide Wildlife Trusts movement.

Our Values
· We are pioneers
· We are always learning
· We act with integrity
· We are evidence-based
· We are impact focused
· We are collaborative
	Overall Purpose of the Role 

The purpose of the role is to provide support to the wider Programme team during the current Programme Leader’s maternity cover to ensure the Peatland Programme delivers its objectives.
Key Success Areas

The key success areas are:
· Peatland Programme team benefitting from additional support and experience to maintain an organisation that is appreciated and respected among external partners.
· Provide support to staff in the delivery of projects & work items

· Production of resources and published materials to champion peatland restoration and communicate the benefits to key audiences including but not limited to land managers and peatland partnerships.

· Support the delivery of a suite of successful events including the annual IUCN Peatland Programme conference (September 2021) and peatland events linked to COP26 (November 2021)


	Main Objectives
· Champion the importance of peatlands by promoting the environmental, social, cultural and economic value and functions of peatlands to key decision makers and the wider public.

· Co-ordinate and support the production of new resources and materials such as research and evidence summaries, briefings, website material and publications, including maintaining an awareness and interpretation of key emerging evidence. 
· Provide support to the Programme team in stakeholder engagement and Programme administration needs, including drafting and editing programme reports and providing secretariat support to meetings 
· Events management support primarily of the IUCN UK Peatland Programme annual conference (September 2021) and peatland events at COP26 (November 2021)
Some out of normal hours working will be required. 




Key Internal & External Contacts

	· Programme staff

· IUCN UK Peatland Programme Steering Group partners 

· Event organisers, speakers and delegates
· Peatland restoration project managers 



	Qualifications, Experience (essential/desirable)

	Essential Qualifications (or matched experience)

· Honours degree equivalent in environmental subject
Essential Experience

· Sound understanding of UK peatland ecosystems, their ecology, function and conservation status.

· Good understanding of peatland policy drivers and key stakeholders at UK and international level
· Demonstrable ability to write briefings and succinct summaries of technical material

· Project management experience

Desirable
· Experience of working with a wide range of stakeholders including Government, environmental NGOs and research organisations in promoting environmental issues.
· Peatland related research

· Events management



	Key competencies

	Essential


	Desirable

	Technology and knowledge (IT)
	Word processing, spreadsheets and presentations. 
	virtual conferencing.

	Organisation and planning
	Working to deadlines and project management.
	

	Communication
(writing/spoken)
	High competency in providing accurate policy relevant briefings.
Effective communicator.
	Scientific writing

	Problem Solving

	Effective at consensus building and networking. Demonstrates initiative and a willingness to learn.
	

	Judgement

	Confident whilst respecting others positions. Knows when to seek support and advice.

	

	Management

	Personal time and workload management .
	

	Teamwork

	Working within a small supportive team recognising common goals and respecting others.
	

	Commitment to organisational culture, values and vision
	Focussed on organisational goals and standards
	




	Additional  Requirements
	Essential
	Desirable
	Not applicable

	Right to work in the UK
	X
	
	

	Full Driving Licence
	
	X
	

	Protection of Vulnerable Groups membership
	
	
	X

	First Aid Certificate
	
	X
	

	Credit Check
	
	
	X


Team Structure 
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