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PERSON SPECIFICATION
	Post:
	Collections Officer (Biological Records)

	Job Family/
Grade/Level:
	  BS3a Grade 6



GLASGOW LIFE IS A COMPETENCY FRAMEWORK EMPLOYER
	Summary of Role









	The post of Collections Officer (Biological Records) will manage the biological records database and make wildlife data available to communities, organisations and individuals. The post will develop an expert knowledge of the biological records database and subject area and maintain the biological records database through active data collation and collecting.


· Assist with the development and maintenance of the Biological Records system and associated databases

· Assist with the development of public access to biodiversity information. 

· Assist in the development and support of appropriate systems for rapid data entry, inventory and record editing purposes, and generate reports for data sharing and reporting as required.

· To build and maintain effective relationships with relevant groups and organisations, including local authorities and the recording community.

· Process and administer batch inputs to and outputs from the biological records management system, including reports, to agreed deadlines and standards.

· Provide advice on biological records issues and participate in project teams as required. 

· Assist with the development of data standards, ensuring their maintenance and provision of detailed biological records information.

· Assist with the development and delivery of appropriate training for systems users.

· Provide data administrator support for the biological records management system and maintain files of source data and associated data sharing agreements.

· Assist in the resolution of day-to-day data management problems, liaising with internal and external partners as required.

· Assist in managing delegated budgets and other financial resources in line with Glasgow Life policy and financial requirements.

· Ensure that the duties and/or responsibilities as defined in the Service’s Health and Safety Policy are implemented within the sphere of operation of the post with particular reference at all times to the health and safety of employees and members of the public.

· Carry out projects and assignments as required.





			
					

PERSON SPECIFICATION      







	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
& Training
	Relevant experience working with and processing biological data where information is entered, edited and extracted in reports.
	Degree in Ecology, Nature Conservation or Environment
	[bookmark: Check2]|X| Application Form
|_| Certificates

     

	Skills, Knowledge & Competencies
	Knowledge of biological records management issues.  
Experience of working with biological records databases, including validation, verification, editing and reporting
Knowledge of local environmental records centres.
Experience of supervising contractors/volunteers
Good working knowledge of Microsoft products, in particular excel and the production of spreadsheets
Ability to manage own projects while also being a team player
Good research skills
Ability to understand and meet the data requirements of other staff members and service users
Good written and oral communication skills
	Evidence of career development
Knowledge of GIS software 












	[bookmark: Check1]|X| Application Form
|_| References
[bookmark: Check5]|X| Interview

     

	Other
	Interest in biological recording and providing access to data
Be able to travel to and work in other venues City wide.
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