
 

 

 
 

RECORD JOB DESCRIPTION 

Post:    RECORD Database Officer  

Contract Type:  Full time – Permanent (Job share applications 
considered) 

Closing Date:  27th March 2019 

Interview Date(s): W/C 1st April 2019 

Application:  Please apply via the RECORD application form. 

 

About RECORD 

RECORD is the local environmental record centre serving Cheshire, Halton, 
Warrington and Wirral. Set up in 2000, RECORD was the pilot local record 
centre in England, and is a not for profit organisation and registered charity. 

 

RECORD’s mission statement is: 

 

RECORD will work to further the appreciation, understanding and protection of 
the Cheshire region’s wildlife habitats, plants and animals, by collating, 
managing, archiving and analysing their aggregated data holdings, and by 
interpreting, presenting, and providing access to them, commensurate with 
restrictions agreed with data suppliers and with the protection of the species 
and habitats involved. 

 

Main purpose of the post 

RECORD’s Database Officer is responsible for maintenance and analysis of 
the RECORD data holdings; including capture and management of GIS 
datasets and compiling reports on species, sites and habitats. In addition, the 
post holder will develop and document reporting procedures to encourage 
greater use of RECORD data by its partners. Working alongside staff and 
volunteers the Database Officer will maintain and develop relationships with the 
natural history recording community; providing technical support and guidance.  

 

Dimensions 

The Database Officer reports to the RECORD manager and takes responsibility 
for maintenance of the RECORD data holdings.  

 

http://www.record-lrc.co.uk/Downloads/RECORD%20Job%20application%20form%5b05032019%5d.docx


  

Main responsibilities 

The post holder will: 
A. Maintain and analyse of the RECORD data holdings  

B. Develop and document reporting procedures 

C. Provide technical support for staff, volunteers and partners 

D. Liaise with the natural history recording community to ensure RECORD 

continues to fulfil its aims. 

E. Represent RECORD at meetings and events 

 
Person specification 

EXPERIENCE Required Desirable 

Data management (working with large datasets)   

Working with volunteers   

Project management & delivery   

Use of GIS software   

Use of SQL Server/MySQL   

   

KNOWLEDGE   

Degree or equivalent qualification in an environmental subject   

An understanding of biological recording and taxonomy   

Principles of data quality   

Species identification   

   

SKILLS   

Confident in the use of Microsoft packages    

Ability to use GIS software (eg MapInfo and QGIS)   

Data analysis (using R or similar)   

Ability to use Recorder 6 software   

Ability to use online wildlife recording software   

   

PERSONAL QUALITIES   

A keen interest in natural history and biological recording   

High level of initiative and ability to work with minimal 
supervision 

  

Willingness to assume responsibility and take decisions.   

Excellent communication skills (written and verbal)   

Good team worker   

Confident problem solver    

 
 
 



  

Details of Employment 
 

A. Salary 

The RECORD Database Officer salary is £18,500 - £23,000 per annum (pro-rata), 

depending on experience. 

 

B. Leave 

Annual leave allowance is 25 days per year, in addition to public and bank holidays. 

  

C. Hours of Work 

Standard hours are a five day, 35 hour week, exclusive of lunch breaks.  A flexi-

time system is in place, as is a system of time off in lieu for any unsocial hours 

worked. Job share applications will be considered (RECORD supports job sharing 

as part of its commitment to equal opportunities and as a method of helping its staff 

create a balance between work and home life).  

 

D. Probationary period 

All new employees will be required to undertake a period of probation for 6 months, 

in which time they will be expected to establish their suitability for the post. 

 

E. Location 

This post will be based at RECORD’s offices at Cedar House, Chester Zoological 

Gardens, Caughall Road Chester. The need to travel within the Cheshire area as 

well as elsewhere in the UK may also occur. 

 

F. Duration of the contract 

The post is a full time, permanent position. 

 

G. Travel 

The post-holder will normally be expected to use their own transport for any 

business trips which cannot be easily made using public transport. An allowance 

of 35p/mile will be paid. 


