PEMBROKESHIRE COASTAL FORUM
FFORWM ARFORDIR SIR BENFRO

JOB DESCRIPTION AND PERSON SPECIFICATION

	JOB TITLE:
	Activities Liaison Officer

	SALARY:
	20,500

	RESPONSIBLE TO:
	

	LOCATION:
	Milford Haven Port Authority Offices, The Old Sail Loft, Milford Docks, Milford Haven, SA73 3AF

	WORK WITH
	


	JOB PURPOSE

To Support the Forum Team in the work of the Pembrokeshire Coastal Forum and in particular to:

· Develop the work of the Pembrokeshire Outdoor Charter Group (OC) and Pembrokeshire Marine Code (MC) projects to meet agreed targets
· Assist the Pembrokeshire Coastal Forum Team in delivering key activities


	PRINCIPAL RESPONSIBILTIES

A key feature of this role is drawing together all of the outdoor activity providers in Pembrokeshire ensuring that the growing use of the outdoors happens with minimal environmental impact and maximum benefit in terms of conservation and sustainability messages. Tasks to include the following:-

· Implement annual work programme, ensuring targets are met and report on progress quarterly and annually to funders and working groups

· Represent the interests of outdoor recreation sector to other organisations and partnerships 
· Raise awareness about the Pembrokeshire Marine code and develop and publicise other activity specific codes of conduct and best practice

· Identify training needs of outdoor recreation sector in Pembrokeshire and establish and implement a training programme which will benefit members and local organisations

· Communicate with members, organisations and the public regarding best practise
· Facilitate meetings between potentially opposing interests, landowners and statutory bodies to manage conflicts at recreation sites
· Expand the membership of the Pembrokeshire Outdoor Charter and Marine Code Groups
· Provide outdoor sector & organisations and the wider public with updated awareness raising / best practice materials, and resources where appropriate
· Update, manage and develop the websites for MC and OC projects
· Encourage and develop research and monitoring projects which help to develop the work of the MC and OC groups
· Work with others to raise awareness with schools, colleges, clubs and other interest groups to promote the projects, local environment and opportunities for sustainable outdoor recreation

· Utilise a range of marketing tools to raise awareness of the projects including media articles in magazines, newspapers, radio interviews, TV and the internet, exhibition materials and presentations
· Assist in delivery of Wales Activity Tourism Operators work plan 
· Organise all relevant finances including grant claims, meet funding requirements and assist Forum Manager in securing longer term funding for the project

· Project administration – organise meetings and events for OC group Work closely with a broad range of organisations to ensure no duplication and add value to existing initiatives where appropriate




	PERSON SPECIFICATION

Essential:

· Good understanding and ability to demonstrate credibility when working with the outdoor and marine related industry
· Professional outdoor activity qualifications and experience

· Conflict management experience 

· Ability to draw together opposing views and mediate without taking sides
· Good knowledge of conservation and access issues

· Experience of field studies, outdoor education and activities
· Excellent verbal and written communication skills

· Excellent organisational skills

· Good IT skills

· Knowledge of local area

· Current driving licence / own vehicle

· Ability to work with minimal supervision

· Ability to work under pressure

Desirable:

· Qualified to degree level in related subject

· Budget management and fundraising experience

· Ability to speak Welsh




The ability to travel to meetings/ events/ site visits etc. is a necessary and regular feature of this post.  Own transport required.

The post will involve occasional evening and weekend work.

Job descriptions and Person Specifications are subject to change from time to time to remain in line with business needs
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