
Job description

	Date:
	19 December 2011 


____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post number:

	LPLNSO006

	Section:

	OSS - Landscape and Planning 

	Job title:

	Woodland Officer (Temporary) 

	Grade:

	Grade 6


____________________________________________________________________

Main purpose of job

To be responsible to the Senior Woodland and Recreation Officer for the provision of technical support for the management of woodland and recreation services.  

To perform such tasks and duties assigned to the post in accordance with specified time and quality targets.

To successfully engage and work in liaison with a range of key internal and external stakeholders.  

To be responsible for ensuring that projects are implemented to a professional standard, within the acquired budget and to the target deadline.


Summary of responsibilities and personal duties

1. To contribute to, in liaison with the Senior Woodland and Recreation Officer and in line with the Department’s Land and Capital Programme, an annual programme of project work involving the provision of woodland and recreation services and to prioritise, timetable and cost the work for approval.

2. To be responsible for a rolling programme of tree health condition surveys and inspections and to draft reports for the Senior Woodland and Recreation Officer outlining recommendations regarding remedial tree work and planting programmes.  

3. To carry out detailed investigative inspections of trees using the appropriate equipment and to record and analyse findings regarding maintenance and / or remedial action.  

4. To assist in the processing of work requests received from the Department for Infrastructure and forward to arboricultural contractors.

5. To record details and assist in the preparation of reports for site surveys regarding all aspects of woodland and recreation, planting and landscape programmes.  

6. To assist in the preparation of documentation for planting and project grant applications from the Department of Agriculture, Environment and Rural Affairs and the Department for Communities and other bodies.

7. To make or answer telephone calls, regarding requests for service and complaints in order to promote the attractions and benefits of woodland and recreation services.  

8. To assist in the processing, recording and distribution of correspondence in relation to public liability claims for trees and research background information as requested.

9. To assist in providing advice and providing/monitoring contract work which may affect client’s trees and property.

10. To assist with monitoring and checking of contractors’ work including checking worksheets, inputting records and updating the database for management of woodland and recreation services.  

11. To assist with the procurement of trees and other relevant items, in response to demands from council officers.

12. To assist with training and promotion of good practice in woodland and recreation services for practitioners, students, utility companies and other bodies.



13. To be responsible for the promotion of good relations and projects with the general public, deal with complaints, requests for information and help promote the attractions and benefits of woodland and recreation services to the maximum benefit of the community including lectures and talks.

14. To assist with the prioritisation and management of incoming and outgoing correspondence, contractor’s quotations and other items. 

15. To assist in organising and attending meetings and conferences, prepare agendas, draft minutes and circulate to attendees.

16. To assist in organising and managing a filing system within the unit.

17. To keep detailed records of own work and time for budget and performance management.

18. To provide specialist knowledge and advice to other council sections and departments and to contribute to corporate working groups as required.

19. To work closely with the Woodland and Recreation Officer regarding the overall provision of woodland and recreation services.

20. To liaise and coordinate closely the work of the section with other officers in the department and other council departments.  

21. To keep under review new developments in all fields relevant to the post’s responsibilities and to make recommendations as appropriate.

22. To motivate and manage any staff, that may be assigned, to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

23. To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

24. To participate as directed in the council’s recruitment and selection procedures.

25. To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

26. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

27. To undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.





Employee Specification

	Date:
	12 March 2026


____________________________________________________________________

	Department:

	City and Neighbourhood Services
	

	Post number:

	LPLNSO003
	

	Section:

	Neighbourhood Services 
	

	Job title:

	Woodland Officer 
	

	Grade:
	Grade 6
	


____________________________________________________________________

Essential criteria

Qualifications, driving licence and experience

Applicants must, as at the closing date for receipt of applications, have:
· a Level 4 Technical Certificate in Arboriculture, or equivalent, relevant qualification;
· a full, current driving licence which enables them to drive in Northern Ireland and have their own transport available at all times for official council business or have access to a form of transport which enables them to meet the requirements of the post in full[footnoteRef:1]. [1:  Please be advised that this alternative is a ‘reasonable adjustment’ specifically for applicants with disabilities who, as a result of their disability, are unable to hold a full, current driving licence. However, please be advised that, given the business need for the postholder to undertake tree surveys and site investigations across the city, the ‘reasonableness’ of this adjustment will be thoroughly considered prior to any appointment being made. ] 


Applicants must, be able to demonstrate, by providing personal and specific examples on the application form, that they have at least one year’s relevant experience in at least three of the following four areas: 

1. undertaking health and condition tree inspections/surveys and providing detailed written reports; 
1. providing professional advice and guidance on tree surgery and planting operations;
1. working in partnership with organisations, members of the public and volunteers on tree related projects and activities; and, or
1. organising and delivering tree planting and landscape projects.

Desirable criteria

In addition to the above qualifications, driving licence and experience, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms:

· in the first instance, can demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in all of the aforementioned areas (a)-(d); and
· in the second instance, have completed the Professional Tree Inspection certificate (PTI).

Please note, it will be a condition of appointment that if the successful applicant does not hold a Professional Tree Inspection certificate (PTI) they will be required to attend and pass this course (within 12 months’ of commencing in post).


Special skills and attributes

Applicants must be able to demonstrate evidence of the following skills and attributes which may be assessed at interview:

Technical knowledge: knowledge of arboricultural or horticultural issues with the ability to undertake detailed tree surveys, generate reports, process High Hedge applications and have knowledge of relevant British Standards.

Communication skills: the ability to communicate effectively, both orally and in writing, including the ability to draft letters and reports on complex concepts using simple terminology for a wide range of audiences.

Analysis and decision-making skills: the ability to make effective operational decisions which contribute to the achievement of service objectives.

Work planning skills: the ability to effectively plan workloads and meet deadlines.

Team working skills: the ability to work within small team to ensure the delivery of agreed work objectives and the ability to work with a diverse group of professionals and community representatives to meet common objectives.

Information technology skills: the ability to use a number of standard information technology packages effectively and to manipulate databases to collate information.

Customer care skills: the ability to deal with the public and representatives of external organisations in a positive manner with an awareness of customer care principles.
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