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Training and Events Officer 

Fixed-term post: 1 year in first instance but with potential for renewal. 

Starting date:  3rd September 2018 or sooner if possible. 

 
Starting Salary: £17,629 pa (4 days per week). 
 
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 

organising training courses, workshops and other events.   

 
Place of Work and working pattern: Home or the University of Sussex, Falmer, in the 
research group of Prof. Fiona Mathews, depending on the preference of the applicant.  
Days may we worked flexibly across each month. 
 
Description of job: We are looking for a highly motivated, independent, and dynamic 

member of staff, with a keen interest in British mammals and a desire to promote 

evidence-based conservation. The post-holder will organise training courses, workshops 

and other events that are designed to disseminate information to a range of different 

audiences including the general public, ecology professionals and academics.  This role 

involves managing course bookings, arranging venues, liaising with course trainers and 

conference/workshop speakers, ensuring that course materials are up to date, and 

identifying opportunities to expand the range and scope of events that the Society offers.  

He/she will work closely with the volunteer conference secretary in arranging our annual 

Spring Conference, and with the Society’s Training Committee in developing courses. The 

appointee will attend events such as our conferences, workshops and wildlife fairs, and 

will also answer general telephone enquiries from members of the public.  Excellent inter-

personal and communication skills are therefore essential.     

 

How to apply: Please send a CV and cover letter detailing why you would be suitable 

for the post, the contact details of 2 referees, and a description of relevant experience 

to info@themammalsociety.org 

mailto:info@themammalsociety.org
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Main duties 
 

• Maintain an annual programme of training courses pitched to a variety of different 
audiences.  Work with PR officer to produce adverts, social media feeds, reports for 
newsletters etc. 

• Maintain a pool of high quality trainers, and support them through development 
and delivery of the course.  

• Provide administration for courses and events.  This includes booking, processing 
payments and sending out joining details. Also providing updates for the website. 

• Update course material to ensure it tracks changes in legislation and good practice 
guidelines.  

• Ensure training equipment is in working order. Organise the maintenance of the 
Society’s small mammal traps and cameras and administer the loan schemes for 
these items. 

• Aid in the organisation of the Spring Conference and other events, liaising with the 
voluntary Conference Secretary.  Organise logistics for the day e.g. printing of 
materials, delegate badges etc. Recruit and liaise with event volunteers. 

• Ensure delegates and speakers are well looked after at events and assist in resolving 
any issues. 

• Attend a range of events including conferences, symposia and represent the Society 
in outreach activities (e.g. wildlife fairs).  Promote the Mammal Mapper App with 
local groups. 

• Answer general enquiries from members of the public.   

• Work with the training committee to identify new opportunities for training events 
and wildlife experiences, and to develop programmes to meet these needs. 
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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 

 

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 
 
 

 

 

Experience 
 
Experience of project management 

Experience in communication  

 

 
 
    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 
 

 

 


