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J DISGRIFIAD SWYDD: 
Swyddog Gwarchodfeydd 

(Ynys Môn a Bangor)


Cyflog: £21,591



Lleoliad: Ynys Môn a Bangor gyda swyddfa ym Mhencadlys YNGC ym 

Mangor.
Yn atebol i: Rheolwr y Gwarchodfeydd Natur
1.
PWRPAS CYFFREDINOL Y SWYDD
· Goruchwylio a chydlynu’r rheolaeth ar warchodfeydd natur dynodedig yr Ymddiriedolaeth Natur.   

· Ychwanegu at y gronfa o sgiliau sydd ar gael ar gyfer rheoli tir yr Ymddiriedolaeth. 

· Annog aelodau cymuned leol ein gwarchodfeydd natur ni i ddod yn gefnogwyr yr Ymddiriedolaeth Natur. 
2.
PRIF GYFRIFOLDEBAU
· Sicrhau bod gan yr holl warchodfeydd natur perthnasol gynllun rheoli sy’n cael ei adolygu’n rheolaidd a bod y safleoedd yn cael eu rheoli yn unol â’r cynllun hwn. 
· Sicrhau bod rhaglenni gwaith yr Ymddiriedolaeth ar gyfer y safleoedd yn cael eu rhoi ar waith i safon uchel.           
· Sicrhau cydymffurfiaeth â Rheoliadau Iechyd a Diogelwch yn y gwarchodfeydd.

· Gweithio gyda’r Swyddog Gwirfoddolwyr i recriwtio a chefnogi gwirfoddolwyr y gwarchodfeydd. 

· Rheoli gwirfoddolwyr amrywiol sy’n gweithio ar brosiectau’r Ymddiriedolaeth, gan sicrhau bod gwirfoddoli’n brofiad positif i gyfranogwyr a bod safonau iechyd a diogelwch uchel yn cael eu cynnal.    
· Cyflogi contractwyr os yw hynny’n briodol a goruchwylio’r rheolaeth ar brosiectau. 
· Sicrhau bod cofnodion biolegol a rheoli’n cael eu cadw’n gwbl ddiogel.   
· Cefnogi ein strategaeth Tirweddau Byw drwy gyswllt â pherchnogion tir a thrwy gefnogi ymgysylltu cymunedol yn gysylltiedig â Gwarchodfeydd yr Ymddiriedolaeth.  

3. DULLIAU O WEITHIO
Bydd deiliad y swydd yn aelod o dîm rheoli gwarchodfeydd natur yr Ymddiriedolaeth Natur.
Adeiladau a Seilwaith        
· Adnabod gwaith brys ar ffensys a llwybrau troed a’i gwblhau, neu oruchwylio cwblhau gwaith cynnal a chadw ar safleoedd.   
· Bod yn gyfrifol am ddiogelwch yr holl strwythurau ar y safleoedd. 
· Datblygu’r defnydd o’r adeiladau a’r safle ar gyfer gwybodaeth ac er lles bywyd gwyllt yn ôl yr angen. 
Gwybodaeth, Addysg a Chyhoeddusrwydd 
· Cynorthwyo’r Uwch Swyddog Gwarchodfeydd a’r Swyddog Cyfathrebu i baratoi a llunio deunydd gwybodaeth.                      
· Trefnu a chynnal cyfres o deithiau tywys a digwyddiadau cyhoeddus a chydlynu a datblygu’r rhain gyda staff eraill a’r canghennau lleol i aelodau. 
· Gweithio gyda’n Swyddog Cyfathrebu i hybu’r gwarchodfeydd a’u gweithgareddau i’r wasg a’r cyfryngau fel sy’n briodol.  
· Sicrhau eich bod yn cadw cofnod ffotograffig llawn o’ch holl waith i’w ddefnyddio ar gyfer cyhoeddusrwydd a monitro.    
Darparu Gwybodaeth         
· Ymateb i geisiadau am wybodaeth yn brydlon ac i safon uchel.           
Cyswllt Mewnol   
· Cyswllt â’r Swyddog Cyllid ar grantiau a materion ariannol eraill.

· Mynychu Pwyllgor Cadwraeth YNGC (Gorllewin) yn ôl yr angen.

· Mynychu cyfarfodydd staff YNGC a gweithio â staff eraill i fanteisio i’r eithaf ar eu sgiluau a’u profiad wrth ddatblygu eich gwaith.                  
· Gweithio’n agos â’r Swyddogion Cyfathrebu a Gwirfoddolwyr.  
· Mynd ati i gefnogi grwpiau gwirfoddol yng ngwarchodfeydd natur Cors Goch, Eithinog a Spinnies a chynnwys mwy ar y gymuned leol yn eu datblygiad.  
· Mae disgwyl i bob aelod o staff chwarae eu rhan mewn datblygu’r Ymddiriedolaeth a chyflawni amcanion a nodau’r strategaeth 5 mlynedd. 
Cyswllt Allanol 
· Mynd ati i ymwneud â’r gymuned leol wrth ddatblygu Cors Goch fel gwarchodfa natur a chyfleuster i ymwelwyr. 
· Annog aelodau’r gymuned leol i ddod yn gefnogwyr yr Ymddiriedolaeth Natur. e.e. drwy gyfrannu eu hamser, dod yn aelodau o’r Ymddiriedolaeth Natur neu gyfrannu arian. 
· Cysylltu’n agos â chymdogion a datblygu perthynas waith dda ar gyfer eich safleoedd.                
· Cysylltu â sefydliadau eraill (e.e. Cyfoeth Naturiol Cymru) a chwmnïau lleol a chenedlaethol yn ôl yr angen. 
· Ceisio datrys unrhyw anghydfod am ffiniau, potshio, tresmasu ac unrhyw faterion cyfreithiol eraill yn eich gwarchodfeydd penodol. 
Cyllid 
· Gweithio gyda’r Swyddog Cyllid a chadw cofnodion ariannol clir a gofalus yn unol â chanllawiau’r Ymddiriedolaeth.

· Helpu i gyflawni holl ofynion unrhyw grantiau e.e. adroddiadau, lluniau, ac ati.

Cynllunio gwaith a datblygu a rheoli staff               
· Darparu a datblygu rhaglen waith flynyddol gyda’ch Rheolwr Llinell. 
· Sicrhau hyfforddiant a goruchwyliaeth i staff contract a gwirfoddolwyr o ran materion iechyd a diogelwch a rheoli cadwraeth.    
· Gweithio gyda’r Swyddog Gwirfoddolwyr i recriwtio a chydlynu gwirfoddolwyr.              
· Cyflogi a goruchwylio contractwyr.

Datblygiad a Hyfforddiant Personol 
· Adnabod anghenion datblygiad a hyfforddiant personol, yn enwedig drwy broses werthuso’r Ymddiriedolaeth.

Gweinyddu 
· Cadw system ffeilio effeithlon a digonol ar gyfer gwybodaeth am y gwarchodfeydd, yn enwedig cofnodion prosiect a rhywogaethau manwl gywir, a sicrhau bod posib i eraill fynd atynt.    
· Cadw taflenni amser a chofnodion cerbydau manwl gywir, ac ysgrifennu a chyflwyno adroddiadau’n fisol.                   
· Sicrhau bod y cerbydau sydd yn eich gofal yn lân a’u bod yn cael eu cynnal a’u cadw, eu hatgyweirio a’u defnyddio’n ddiogel (gweler Atodiad C).

· Sicrhau bod offer a thŵls yn cael eu cynnal a’u cadw, eu hatgyweirio a’u defnyddio’n ddiogel.

	Meini Prawf 


	Hanfodol

Dylai deiliad y swydd wneud y canlynol:
	Dymunol 

Dylai deiliad y swydd wneud y canlynol:

	Cymwysterau 
	· Cymhwyster perthnasol ar lefel gradd 
	· MSc mewn pwnc perthnasol 

	Gwybodaeth, Sgiliau a Doniau                
	· Gwybodaeth arwyddocaol am ecoleg a’i defnydd mewn rheoli tir cadwraeth                         
· Gwybodaeth sylweddol am ddeddfwriaeth Iechyd a Diogelwch a’i defnydd mewn gwaith yng nghefn gwlad 
· Profiad o recriwtio, trefnu a goruchwylio gwirfoddolwyr                     
· Gwaith ymarferol mewn cadwraeth
· Ysgrifennu a gweithredu cynlluniau rheoli gwarchodfeydd natur ar gyfer amrywiaeth o gynefinoedd 
· Rheoli a  goruchwylio contractwyr
· Cysylltu â pherchnogion tir, y cyhoedd a sefydliadau eraill               
· Sylw i fanylder     
· Hyblygrwydd 
· Pwyllog a diplomataidd 
· Heini yn gorfforol a symudol 
· Hyderus am weithio’n unigol ac mewn lleoliadau ynysig
· Gallu gweithio ar ei liwt ei hun a bod yn greadigol a dyfeisgar    
· Aelod cadarn o dîm   

	· Dealltwriaeth dda o’r gyfraith mewn perthynas â rhywogaethau dan warchodaeth a thir wedi’i ddynodi 
· Dealltwriaeth dda o fecanweithiau grantiau rheoli tir      
· Gwybodaeth gadarn am arolygu a monitro rhywogaethau a chynefinoedd a phrofiad o hynny   

	Cyffredinol 
	· Gallu siarad Cymraeg             
· Cymwysterau i ddefnyddio offer ar safleoedd fel llif gadwyn, peiriannau torri, plaladdwyr 
· Cymhwyster Cymorth Cyntaf yn y Gwaith 
· Gallu rheoli prosiectau mawr               
· Gallu blaenoriaethu dwysedd uchel o waith ac amrywiaeth eang o dasgau 
· Sgiliau rhyngbersonol a thrafod da        
· Sgiliau cyfathrebu da ar lafar ac yn ysgrifenedig 
· Gallu gweithio gyda gwirfoddolwyr a’u cymell          
	· Gallu defnyddio TG yn effeithiol (GIS a CMS) 

· Profiad da o gofnodi a monitro biolegol        



4.
GOFYNION PERSONOL
5.
CYFLOG AC AMODAU GWASANAETH     
Hyd: Parhaol (5 diwrnod/wythnos). Efallai y bydd angen gweithio oriau anghymdeithasol neu ar benwythnosau weithiau fel rhan o’r swydd hon. Mae YNGC yn gweithredu system TOIL (amser o’r gwaith yn gyfnewid am oriau ychwanegol a weithir).  
Cyflog:


£21,591 

Gwyliau Blynyddol:
24 diwrnod a gwyliau banc pro rata.

Absenoldeb Salwch:
Yn unol â Chynllun Tâl Salwch Statudol yr Adran Iechyd.  
Pensiwn:

Cyfraniad o 6% tuag at gynllun pensiwn rhanddeiliaid. 
Cyfnod Prawf:

Bydd gweithwyr newydd yn gweithio am gyfnod prawf o 6 mis i ddechrau.              
Rhybudd Gadael:
Y cyfnod o rybudd i derfynu cyflogaeth yw mis gan y cyflogai ac 1 wythnos i 12 wythnos (gan ddibynnu ar hyd y gwasanaeth) gan y cyflogwr.                    

JOB DESCRIPTION: Reserves Officer 
(Anglesey and Bangor)

Salary:
£21,591


Location: Anglesey and Bangor with office base at NWWT HQ in Bangor.
Responsible to: Senior Reserves Manager
1.
OVERALL PURPOSE OF THE POST

· To oversee and co-ordinate the management of designated Wildlife Trust nature reserves.   
· To add to the pool of skills available for the management of the Trust’s land. 

· Encourage community members local to our nature reserves to become supporters of the Wildlife Trust. 
2.
PRINCIPAL RESPONSIBILITIES

· Ensure all relevant nature reserves have a management plan, reviewed on a regular basis and that sites are managed in line with these plans. 
· Ensure the Trust's work programmes for the sites are carried out to a good standard 

· Ensure compliance with Health and Safety Regulations on the reserves.

· Work with the Volunteer Officer to recruit and support reserve volunteers. 
· To manage the various volunteers working on Trust projects, ensuring that volunteering is a positive experience for participants and that high standards of health and safety are sustained.

· Employ contractors where appropriate and supervise management of projects.

· Ensure the safe and secure keeping of biological and management records

· To support our Living Landscapes strategy through landowner liaison and by supporting community engagement around Trust Reserves 

3. WAYS OF WORKING
The post-holder will be a member of the Wildlife Trust’s nature reserve management team.
Buildings & Infrastructure
· Identify urgent work on fences and footpaths and to carry out, or oversee the carrying out of maintenance works on sites.

· Be responsible for the safety of all structures on sites.

· Develop the use of the buildings and the site for interpretation and for wildlife where required
Interpretation, Education & Publicity

· Assist the Senior Reserves Manager and Communications Officer in the preparation and production of interpretative material.

· Organise and run a series of guided walks and public events co-ordinating and developing them with other staff and the local members’ branches.

· Work with our Communications Officer to promote the reserve and activities to the press and media as appropriate.

· Ensure you keep a full photographic record of all your work for use in publicity and monitoring. 

Provision of Information
· Respond to requests for information promptly and to a good standard.

Internal Liaison

· Liaise with Finance Officer on grants and other financial matters.

· Attend NWWT Conservation Committee (West) as required.

· Attend NWWT staff meetings and work with other staff to make the most of their skills and experience in the development of your work. 
· Work closely with the Volunteer and Communications Officers
· Actively support the volunteer groups at Cors Goch, Eithinog and Spinnies nature reserves and further involve the local community in their development
· All members of staff are expected to be pro-active in the development of the Trust and in

achieving the objectives and goals of the 5 year strategy

External Liaison

· Actively involve the local community in the development of Cors Goch as a nature reserve, and visitor facility.
· Encourage members of the local community to become Wildlife Trust supporters. e.g. through donating their time, becoming Wildlife Trust members or giving.  

· Liaise closely with neighbours, and develop a good working relationship for your sites.

· Liaise with other organisations (e.g. Natural Resources Wales) and local and national companies as required.

· Attempt to resolve any boundary disputes, poaching, trespassing and other legal issues on your designated reserves.

Finance

· Working with the Finance Officer, keep clear and careful financial records to Trust guidelines.

· Help to fulfil all requirements of grants e.g. reports, photos, etc.

Work planning, staff development and management 

· Provide and develop an annual work programme with your Line Manager.

· Ensure training and supervision of contract staff, and volunteers in health and safety issues and conservation management.

· Work with our Volunteer Officer to recruit and co-ordinate volunteers. 

· Engage and oversee contractors.

Personal Development & Training

· Identify personal development and training needs particularly through the Trust’s appraisal process.

Administration 

· Keep efficient and adequate filing system for reserve information, particularly accurate project and species records and ensure it is retrievable by others.

· Keep accurate timesheets, vehicle logs and written reports and submit monthly. 

· Ensure the cleanliness, maintenance, repair and safe use of the vehicles in your custody (see Appendix C).

· Ensure the maintenance, repair and safe use of tools and equipment.

	Criteria


	Essential

The post-holder should have:
	Desirable

The post-holder should have:

	Qualifications


	· A relevant qualification at degree level 
	· MSc in a relevant subject

	Knowledge, Skills and Abilities
	· Significant knowledge of ecology and its application in conservation land management 

· Substantial knowledge of Health & Safety legislation and its application to countryside work

· Experience in the recruitment, organisation and supervision of volunteers

· Practical work in conservation

· Writing and implementing nature reserve management plans for a variety of habitats

· The management and supervision of contractors

· Liaison with landowners, the general public and other organisations
· Attention to detail

· Flexibility

· Tactful and diplomatic

· Physically fit and mobile

· Confident about working alone and in isolated locations

· Ability to use own initiative and to be imaginative and resourceful

· A strong team player


	· A good understanding of the law in relation to protected species and designated land  

· A good understanding of land management grant mechanisms

· Sound knowledge and experience of species and habitat survey and monitoring 

	General
	· The ability to speak Welsh

· Qualifications in the use of site based equipment such as chainsaws, brushcutters, ,pesticides

· A First Aid at Work qualification

· An ability to manage large projects

· The ability to prioritise a high volume of work and wide range of tasks

· Good interpersonal and negotiating skills

· Good oral and written communication skills

· An ability to work with and motivate volunteers

· 
	· An ability to use IT effectively (GIS and CMS) 

· A good level of experience of biological recording and monitoring




4.
PERSONAL REQUIREMENTS
5.
SALARY AND CONDITIONS OF SERVICE

Duration: Permanent (5 days/week). This post may require occasional anti-social and weekend working. NWWT operates a TOIL system.  
Salary:


£21,591 
Annual Leave:

24 days plus bank holidays pro rata.
Sick leave:

In accordance with the Department of Health’s Statutory Sick Pay Scheme.

Pension:

Contribution of 6% towards stakeholder pension scheme.

Probation:

New entrants to the service shall be subject to a probationary period of 6 months.  

Notice:
Period of notice to terminate employment is one month’s notice from the employee, and 1 week to 12 weeks (depending on time in service) from the employer.

