
 
 

Information and Data Officer 

Permanent post: 3rd September 2018 (or sooner if possible) 
 

Starting Salary: £22,036 pa 

 

Application deadline: 20th July 2018.  Interviews are expected to be held during week 
commencing 23rd July 2018. 
 

Main purpose of job: To promote evidence-based conservation of British mammals by i) 
assisting in the production of documents for technical and lay-audiences, ii) supporting the 
Science Officer in managing data collected by volunteers and ensuring that it is made 
widely available, and ii) supporting the Chair and members of Council with the 
administration of the charity, including answering general enquiries. It is expected that 
time will be divided approximately equally between these three areas. 
 

Place of Work: University of Sussex, Falmer. 
 

We are looking for a highly motivated, independent, and dynamic member of staff, with 
an interest in British mammals and a desire to promote evidence-based conservation. A 
key role is to assist in the production of printed and digital documents about British 
mammals, and their management. The appointee will therefore have an eye for detail, 
and be a good proof-reader.  They will also possess excellent organisational and inter-
personal skills, since close liaison is needed with other members of staff, document 
authors and editors, publishers, designers and distributers.  The staff-member will also 
support the Society’s Science officer in managing mammal record data collected by 
volunteers using our smartphone apps, or deposited into our repositories including 
Ecobat and Mammal Density datasets.  This work will include screening records, dealing 
with enquiries, liaising with our website/app developers, communicating with county 
mammal recorders, and producing updates for our volunteers.  In addition, the post-
holder will work with the Biological Records Centre, NBN Trust and other organisations 
to ensure that data collected by the Mammal Society’s volunteers is made as widely 
available as possible. 
 

The post-holder will be responsible for answering general enquiries from members of 
the public. Although a detailed knowledge of British mammals is not essential (technical 
enquiries can be redirected to relevant experts), an approachable manner and an 



interest in the subject is vital.  The appointee will also provide general administrative 
assistance to the Chair and Trustees of the Society, and will support other members of 
staff at events such as our conferences, workshops and wildlife fairs.  
 

The post will be based with Prof. Mathews’s research team at the University of Sussex, 
Falmer.  
 

How to apply: Please send a CV and cover letter detailing why you would be suitable 
for the post and any relevant experience to info@themammalsociety.org 

 

Main duties 
 

• Providing editorial assistance to the Chair and other editors of Mammal Society 
publications.  These include our open-access journal Mammal Communications, the 
Good Practice Guidance series, and a range of other documents.  The work will involve 
liaison with authors, designers, publishers and distributers; obtaining quotations; 
identifying appropriate photographs from our archives and ensuring permissions have 
been obtained; creating page layouts and e-books; and proof reading and updating 
document drafts. 

• Supporting the Science Officer in managing records obtained from our Mammal 
Mapper and Mammal Tracker smartphone apps, Ecobat and database of mammal 
densities.  This work will include liaison with record suppliers and verifiers, running 
record checks, creating weekly updates for volunteers, and - in collaboration with our 
PR Officer - providing posts for social media.  The post-holder will also need to liaise 
with the Biological Records Centre, our app developers, and provide regular updates 
to our freely-available datasets. 

• Answering general enquiries from the public and the media. 

• Writing and distributing the regular e-bulletin for members and local groups, in liaison 
with the PR Officer. 

• Attending Mammal Society events such as conferences and wildlife fairs, providing 
support to the Training and Events Officer and to the voluntary Conference Secretary, 
as needed.   

• Providing administrative support to the Chair and other Trustees of the Society. 
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Selection Criteria (all essential unless otherwise stated) 
 

Education/Qualifications 
 
Degree-level qualification or equivalent experience 
 

 

Knowledge 
 
Good knowledge of British mammals  
 
Knowledge of biodiversity monitoring and recording schemes  

 

Desirable 

 
Desirable 

Skills 
 
Excellent written and verbal communication skills Successful time 

management and organisational skills Ability and willingness to learn 

 

Highly motivated with the ability to work on own initiative as well as part 
of a team 
 
Ability to work with varied stakeholders towards a common goal, 
diplomatic and assertive 
 
Skilled use of spreadsheet, presentation, and word processing software 
 
Ability to manipulate data using excel or statistical software, to produce 
graphical and other outputs 
 

 

Experience 
 

Experience of project management  

Experience in communication  

Experience of working with social media 

Experience of working with large datasets 

 

 

 

Desirable 

Desirable 

Other 
 
Willingness to travel within the UK, including occasional overnight stays, 
and to sometimes work outside of and in excess of normal office hours 

 

 

 


