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ABOUT SHEFFIELD & ROTHERHAM WILDLIFE TRUST 

 

Sheffield & Rotherham Wildlife Trust is one of 46 Wildlife Trust working for wildlife across the UK.  We 
are a registered charity and company, with a Board of 13 Trustees drawn from our membership. We 
are part of the local community, working to protect and enhance the natural environment of Sheffield 
and Rotherham for the benefit of people and wildlife. For over 30 years we have protected important 
wildlife, habitats and green spaces that matter to local people.   We directly manage 16 Nature Reserves, 
thanks to our many volunteers, including the internationally important moorland at Blacka Moor, the 
much-loved Wyming Brook, the beautiful woodlands at Greno Woods and the locally important ‘space to 
breathe’ at Sunnybank.   

 

Every year we engage with thousands of people of all ages, and have nearly 6,000 subscribing members 
and a rapidly growing social media following. We reach out to communities in some of the most deprived 
parts of the country through our Natural Neighbours programme. We run an Outdoor Learning Service 
for children and young people of all ages and abilities and we work with older, vulnerable, isolated adults 
to support them engaging back in to their communities through our Wild@Heart nature programme. 

 

Recent projects include the delivery of natural flood risk management schemes with the Environment 
Agency on the Rother, recording the return of the otter along the River Don and producing the first ever 
State of Nature report for Sheffield.  We are the lead partner for the successful Sheffield Lakeland £4 mil-
lion Heritage Fund landscape partnership.  We also take action for wildlife and green spaces under 
threat, supporting other groups and working with local people to campaign on issues that threaten our 
natural environment and local wildlife.  Recent campaigns include opposing a Motorway Service Area on 
the Local Wildlife Site and ancient woodland at Smithy Wood, asking for a Street Tree Strategy for 
Sheffield and the retention of the Chelsea Road elm tree.  We are also working together with other Wild-
life Trusts to call for a ‘Wilder Future’ and a new strong Environment Act.  

 

To find out more about our work please take a look at our website here: https://www.wildsheffield.com/ 

 

Wildscapes Consultancy (both a CIC and part of the Trust) works to improve places for people and wild-
life by providing a range of land management and ecology services.    Profit generated by the social en-
terprise is re-invested back in to the Trust’s charitable activities - into our Nature Reserves, wildlife and 
habitat conservation, community engagement and campaign work.  
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JOB DESCRIPTION 

JOB TITLE: Senior Database Officer 

JOB NUMBER:  DBO0522 

RESPONSIBLE TO: Marketing Manager 

RESPONSIBLE FOR:  Data input volunteers, Consultants  

 

OVERALL PURPOSE 

Maintenance of the Trust’s Nature Counts ecological database and data collection systems so that 

they are user friendly, accessible, and can be readily interrogated to inform conservation practice. 

To continue the development of the Trusts CRM database and ensure it is embedded across the or-

ganisation and supports the strategic needs of the trust, with growing membership, and supporting a 

relationship management approach to volunteering, outdoor learning and Wild@Heart 

Providing user support and training to Trust staff and partner organisations. Embedding use of the 

Nature Counts system into every day operations for Trust staff.  

Providing ongoing support and training to partner organisations using the Nature Counts system, and 
working with colleagues to recruit new partners.  

MAIN RESPONSIBILITIES: 

 Maintain and develop SRWT’s Indicia based Nature Counts database including maintaining the 

drupal multi-site the database is hosted on, ensuring dataflow systems are maintained to the 

national BRC, NBN Atlas and GBIF. Troubleshooting issues and bugs and liaising with relevant 

consultants if necessary. Ensuring FAIR data standards are adhered to.  

 Providing basic maintenance and troubleshooting of partner Wildlife Trust Nature Counts sys-

tems.  

 Support staff from SRWT and partner Trusts to embed the Nature Counts database in everyday 

operations.  Providing online help resources.  

 Develop and deliver training for SRWT and partner Wildlife Trust staff in the use of the Nature 

Counts database.  

 Set up and maintain systems to enable Trust and partner staff to manipulate and analyse eco-

logical data, allowing them to produce basic reports and queries that can inform their conser-

vation practice. 

 Work with colleagues to recruit new partner organisations to use the Nature Counts system, 

including duplicating the database, rolling out staff training and ensuring partner data flows are 

set up correctly.  
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JOB DESCRIPTION CONTINUED 

 Continue the development of the Trust’s CRM database (Donorfy) both internally and working with 

the third-party platform holders, further improving our customer data collection systems and em-

bedding our ability to analyse, report and apply marketing intelligence. 

 Seek out and develop improvements in database and data collection system to make efficiencies 

and savings for the Trust. 

 Support the integration of Donorfy with other systems such as Eventbrite, Mailchimp, Wordpress 

and PowerBI. 

 Support the Head of Finance & Support Services and the Head of Engagement and Fundraising to 

embed the database in their teams, ensuring ongoing housekeeping/data cleansing and good prac-

tice is maintained. 

 Provide technical support and training to Trust staff who are database users. Set up systems to en-

able staff to manipulate and analyse data, allowing them to produce basic reports and queries that 

can inform their business planning and marketing campaigns. Provide support materials and hand-

books for staff and volunteers to continue to develop and improve their own skills for the long 

term. 

 Contribute to the monitoring and management of related budgets  

 

General Duties 

 Ensure all data agreements are in place, and GDPR best practice is followed, in line with the Trust’s 

policies and procedure.  

 Provide technical support and training to Trust staff who are database users. Set up systems to en-

able staff to manipulate and analyse data, allowing them to produce basic reports and queries that 

can inform their work. Provide support materials and handbooks for staff and volunteers to contin-

ue to develop and improve their own skills for the long term. Line manage, support and train vol-

unteers as required. 

 Work to and promote the Trust’s Charitable Objectives, Strategy, policies and procedures, including 

the Trust’s culture statement. 

 Where appropriate, promote membership of the Trust. 

 Present a professional image of the Trust at all times. 
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PERSON SPECIFICATION 
EXPERIENCE 

 3 years relevant experience in database management and development.  

 Experience of developing the functionality of database/CRM systems 

 Experience of working with and manipulating a large number of evolving datasets 

 Experience of producing data analysis and reports 

 Experience of embedding database use within organisations, including through training, support 

and mentoring.   

Desirable 

 Experience of, and a commitment to, the collection and management of ecological data to inform 

and improve nature conservation advocacy and delivery 

 Experience of line managing volunteers 

 

KNOWLEDGE/QUALIFICATIONS 

 A good working knowledge managing, maintaining and applying databases 

 Good understanding of organisational change and approaches need to embed new systems and 

culture in an organisation. 

 Good working knowledge of at least two of: Drupal, Donorfy and Indicia.  

 Experience of line management/supporting volunteers 

 Likely to have a degree but more importantly be able to demonstrate knowledge at a similar level 

Desirable 

Good knowledge of ecological data management systems, collection processes, monitoring frameworks, 

data centres and networks 

Knowledge of database software and integration with other systems e.g. PayPal, EventBrite, GoCardless 

 

Continued on next page 
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PERSON SPECIFICATION 
SKILLS 

 Ability to organise and prioritise your own workload effectively 

 Ability to lead on the development and maintenance of database/CRM system 

 Ability to work productively with partners and contractors, especially in relation to developing skills 

and capability within the Trust  

 Excellent communication and interpersonal skills to sell and promote the project 

 Able to use IT effectively, especially in terms of understanding the potential of data management 

systems (as well as internet, email, word-processing and spreadsheets) 

 Skilled at undertaking complex and technical database and systems development as well as interro-

gation and application 

 Ability to direct others, identify critical pathways and priorities in order to keep projects on track 

and to task 

 Skilled at undertaking IT systems development and testing 

 Ability to work productively with others, especially in relation to developing skills and capability 

within the Trust 

 Ability to explain complex systems to non-technical staff & volunteers 

 

PERSONAL QUALITIES  

 Ability to liaise effectively and build good working relationships with a wide variety of individuals 

and organisations 

 Ability to think across an organisation. 

 A professional, positive and friendly approach 

 Highly motivated, with the ability to work independently and on own initiative but co-ordinate with 

others. 

 Helpful and supportive towards other staff and volunteers 

 Understanding and commitment to the role and ethos of the charity sector 

 An enthusiasm and personal commitment to the work of Sheffield & Rotherham Wildlife Trust 
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DETAILS OF EMPLOYMENT (NOVEMBER 2021) 

Salary: £29,829.75 (Senior Project Officer grade)  

 

Pension:  

All staff who earn over £192 per week (£833 per month) are  over 22 and under pensionable age, are au-
tomatically enrolled on the SRWT pension scheme.  

Following a 3-month postponement, from 6th April 19 onwards this is based on a total of 8% minimum 
level, 3% by SRWT and 5% by employee. 

After 6 month’s service (subject to successful probationary period), the employee will be entitled to a 9% 
contribution which need not be matched.   

Anyone who does not meet eligibility criteria will have the opportunity to join the scheme should they 
wish, although they will not qualify for SRWT contributions.   

 

Working Hours:  

The working week for this post is 15 hours, exclusive of lunch breaks. This equates to 1 day p/w working 
on CRM and 1 day p/w working on More Data for Nature.  

 

Location:  

The post will be based at Victoria Hall and homebased working can be considered. Some visits to partner 
sites may be required.  

 

Probationary Period: All new employees are required to undertake a period of probation for 6 months, 
in which they will be expected to establish their suitability for the post. 

 

Annual Leave: 20 days holiday, plus 3 days to be taken between Christmas and New Year, plus bank 
holidays pro rata. Staff will also receive a holiday bonus of 1 day per year for the first five years of full 
time service up to a maximum of 25 days per year.  Annual leave entitlement is pro rata for all part time 
staff. 

 

Length of Contract: Permanent, subject to funding. 

   

Transport provision: Trust staff are required to use public transport wherever practical.  However the 
post holder will have use of a pool of Trust vehicles when needed. 

 

Equal Opportunities: Sheffield & Rotherham Wildlife Trust is striving to be an equal opportunities em-
ployer and selection of applicants is based on merit.  Please request the full policy document for further 
details. 

 

  


