
 
 

    
 
  

  
 
 

June/July 2021 
 
Conservation Support Officer (Wildlife) 
Grassington, near Skipton 
 
Permanent  
Full time 
 
 
Dear Applicant, 
 
Thank you for your enquiry in regard to the above position. 
 
This recruitment and information pack includes the following: 

 A job description and person specification; 

 Background information; and 

 Terms and conditions of employment. 
 
The closing date for completed application forms is 11pm on Sunday 11 July 2021. 
 
Anticipated interview date: Week commencing 26 July 2021 
    
Further information about the Yorkshire Dales National Park Authority, including our 
Corporate Plan is available on our web site, www.yorkshiredales.org.uk.  
 
We look forward to receiving your application and thank you for the interest you have 
shown in working for the Yorkshire Dales National Park Authority. 

 
Yours sincerely 

 
Vikki Thomas 
Head of HR 
 
Enc. 
 
 
 
 
  

http://www.yorkshiredales.org.uk/


 
 

YORKSHIRE DALES NATIONAL PARK AUTHORITY 
JOB DESCRIPTION 

 
JOB TITLE: Conservation Support Officer (Wildlife) 

GRADE: Band E 

RESPONSIBLE TO: Senior Wildlife Conservation Officer 

  
 

OBJECTIVES OF THE POST 

To provide support to the Wildlife Conservation Team in conserving, enhancing and 

raising awareness of the biodiversity of the Yorkshire Dales National Park. 

 

DUTIES AND RESPONSIBILITES 

To provide support to the Wildlife Conservation Team including: 

 Co-ordinating and administering surveys and monitoring, to include: identifying 

survey sites; contacting landowners; field survey work (where qualified to do so); 

inputting results into QGIS, spreadsheets and databases; and assisting with 

analysis and report production; 

 Administrative tasks associated with distributing grants and funding to wildlife 

conservation projects including corresponding with applicants, ensuring appropriate 

consultations take place with internal and external consultees, accurate record-

keeping, raising of invoices, etc. 

 Assisting with the implementation of projects and organisation of events including, 

potentially, working with the public and volunteer groups. 

 Co-ordinating Team consultation responses e.g. to planning applications and other 

development control issues; 

 Providing secretariat support to the Yorkshire Dales Biodiversity Forum and for 

internal Team meetings; 

 Responding to simple queries and consultations from other departments, partner 

organisations and the public; 

 Co-ordinating the deployment of wildlife survey and monitoring equipment owned by 

the Authority (e.g. bat detectors, moth traps, etc.); 

 Inputting to the financial management system (e.g. raising purchase orders, 

arranging payment of invoices) on behalf of the Wildlife Team and in liaison with the 

Finance department; 

 Maintaining and updating wildlife publications, websites, social media sites, 

information notes and other awareness-raising resources; 

 Developing and maintaining record keeping and document library systems in 

accordance with YDNPA policies on data protection. 

 To comply with the requirements of the Authority’s Health and Safety Policy and 

Codes of Practice; 

 Such other duties as are commensurate with the objectives and grade of the post, 

as directed from time to time by the Chief Executive. 



 
 

YORKSHIRE DALES NATIONAL PARK AUTHORITY 
PERSON SPECIFICATION: CONSERVATION SUPPORT OFFICER (WILDLIFE) 
 

QUALIFICATIONS Essential Desirable 

5 or more GCSEs (or equivalent) at 9 – 4 (A* to C) including English 

and Maths 

  

A Level 4 (or equivalent) qualification or above in environmental 

conservation or related discipline 

  

   

EXPERIENCE   

Direct experience of dealing with local communities and the wider 

public 

  

Experience of working in an office environment and providing an 

administrative service 

  

Experience of dealing with environmental conservation issues   

At least one years’ experience of working within an environmental 

conservation environment 

  

Experience of surveying and/or handling survey data   

Some experience of computerised finance systems   

   

SKILLS   

Excellent communication skills   

Strong inter-personal skills and a proven ability to deal sensitively 

with local communities and/or members of the public 

  

Good IT skills particularly Microsoft Office   

Knowledge and use of GIS systems (especially QGIS)   

Ability to prioritise workload effectively to meet deadlines and manage 

competing demands 

  

General administrative skills including data collection, maintenance 

and management 

  

Negotiating skills   

Excellent organisational skills   

A strong, supportive and co-operative team member with an excellent 

attitude and professional character 
  

Proven tact and diplomacy skills   

Ability to find creative solutions to any problems faced   

   

PERSONAL QUALITIES   

Commitment to National Park purposes   

Proactive approach to work and demonstrates willingness and 

flexibility 

  

Ability to travel between offices and attend locations within the 

National Park 

  

 



 
 

 

Conservation Support Officer (Wildlife) 

Based at Grassington, near Skipton 

 

Background 

The Yorkshire Dales National Park was designated in 1954 in recognition of its 
extraordinary natural beauty, the diversity of its wildlife habitats, its rich cultural heritage 
and its fantastic opportunities for outdoor recreation.  It is a dramatic upland dissected by 
numerous long glaciated valleys or dales with a resident population of over 23,000 people.  
The area is a working landscape, with agriculture, quarrying and tourism, offering the main 
employment opportunities.  Indeed, it is the long history of people settling in and working 
this harsh environment that has created a cultural landscape recognised today as one of 
the most distinctive in Western Europe. 
 
The Park is looked after by the Yorkshire Dales National Park Authority and it’s the 
Authority’s job to care for this very special place and its communities and to help people 
understand and share in it.    
 
The National Park was extended to the north and west on 1 August 2016, it now covers an 
area of 2,179 square kilometres (841 square miles).  
 
It is one of a family of 15 National Parks in the UK, protected for future generations to 
enjoy. Truly Britain’s breathing spaces. 
 
From 1974 the whole of the Yorkshire Dales National Park was administered by a 
Committee of North Yorkshire County Council but, as a result of the Environment Act 
1995, the new National Park Authority was established on 1st April 1997.  The Authority 
remains within the framework of local government but is independent of the counties and 
districts.  The Authority now consists of both county council and district council 
representatives as well as parish representatives and members appointed by the 
Secretary of State. 

The 1995 Environment Act revised and updated the purposes of national parks which are: 

“conserving and enhancing the natural beauty, wildlife and cultural heritage of the 
areas, and promoting opportunities for the understanding and enjoyment of the 
special qualities of those areas by the public”. 

In pursuing these purposes, the Authority: 

“shall seek to foster the economic and social wellbeing of communities within the 
National   Park.” 

The National Park Authority is advised by the Chief Executive (National Park Officer), who 
is supported by approximately 160 staff.   

 

 

  



 
 

     

Terms and condition of employment 

Pay 

This role has been confirmed as a Band E 

Salary: £19,698 to £22,183 per annum  

 
Work Base 

Colvend, Grassington, North Yorkshire, BD23 5LB 

There may also be some travel within the Park required as part of the role. 
 

Pension 

Staff are automatically brought into the Local Government Pension Scheme (LGPS), 
unless they elect otherwise. 

 
Hours of Work 

The hours of work are 37 hours per week. 

A flexitime scheme is in operation. This allows you to vary your start and finish times within 
set parameters to help your work fit in with your social and domestic responsibilities. If you 
have accrued sufficient time, the scheme allows you to take up to 12 days extra leave 
during the year. 

 
Holidays 

The holiday entitlement is based on length of continuous service within Local Government 
or related employment and calculated on a pro rata basis for part time staff. 

On commencement of employment: 25 days. 
After 1-year continuous service: 26 days. 
After 2 years’ continuous service: 27 days. 
After 3 years’ continuous service: 28 days. 
After 4 years’ continuous service: 29 days. 
After 5 years’ continuous service: 30 days. 
 
Plus 8 Bank Holidays. 
 
Training and Development 

The Authority is committed to the professional and personal training and development of its 
staff. To support this, the Authority has achieved the national Investors in People (IIP) 
Standard.  

An appraisal scheme is in place for all staff and opportunities to undertake in-house and 
external training programmes are available. 

 
 
 



 
 

 
Recruitment Clearance 

The offer of appointment is subject to confirmation of right to work in the UK, medical 
clearance by Occupational Health and the receipt of satisfactory references. 

 
Miscellaneous 

New entrants to local government are subject to a probationary period of six months. 

The notice period applicable to this post is 1 month. 

 
Application process 

The online application form can be completed in stages and you can login/logout at any 
time. Applications must be submitted by 11pm on Sunday 11 July 2021, to be considered 
by the selection panel.  

Once you submit your application online you will receive an email to confirm receipt. 

 
Anticipated interview date – During week commencing 26 July 2021 
 
Our recruitment process treats all job applications equally, regardless of age, disability, 
gender identity, race, ethnicity, religion or belief, sex, sexual orientation or any other 
equality characteristic. That said, we particularly encourage applications from people from 
Black, Asian and other minority ethnic (BAME) backgrounds, as this group are currently 
under-represented throughout the Authority. 
 
For an informal chat about this vacancy, please contact  Tony Serjeant, Senior Wildlife 
Conservation Officer on 01756 751627 or email tony.serjeant@yorkshiredales.org.uk   
 

mailto:tony.serjeant@yorkshiredales.org.uk

