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	Role title

	Assistant Monitoring Officer


	Purpose of your role

	To assist Norfolk Wildlife Trust (NWT) with mobilising historical biological records for input into a new database; develop survey forms fit for use in the field by staff and volunteers, support the writing of NWT survey methodologies and other adhoc administration tasks.

	Type of work you will be involved with

	· Processing paper records and inputting raw biological data into excel spreadsheets

· Building survey forms using ArcGIS Survey123 Connect, a desktop app for creating and sharing surveys. Use it to publish a survey created by editing a spreadsheet (training provided)
· Preparing monitoring packs for surveyors to use in the field
· Adhoc administration tasks


	Skills and abilities you will be using in your role

	· Computer literate

· Good understanding of Microsoft Excel

· Previous experience of using ArcGIS Pro or MapInfo is desirable, however some training is provided
· An interest and knowledge of ecology and conservation
· Good written English
· Ability to work independently and as a team


	You will be based at

	NWT Head Office Norwich


	Times/days we would like you to be available -this can be flexible (Minimum time commitment)

	Minimum time commitment 1 day a week, preferably a Monday, but this is flexible. 

	Benefits to you

	· Good opportunity to gain experience in nature conservation
· Opportunity to improve your application of GIS 
· Excellent opportunity to be involved in the development of new monitoring programmes across 50 plus nature reserves 
· Knowledge that you are helping support the work of Norfolk Wildlife Trust

	Your supervisor

	Reserves Monitoring Officer


	Notes/special requirements

	The role will mainly be desk based and only involve occasional site visits on NWT nature reserves. 
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