
 

Biodiversity Information Service                                                                                                   Last updated: 10/09/2019 

Job Description✓ 

Information Technology Officer 
 

 

--------------------------------------------------------------------------------------------------------------------------------- 

 1. IDENTIFICATION OF JOB 
--------------------------------------------------------------------------------------------------------------------------------- 
 
Job title - BIS Information Technology Officer 
 
Responsible to - Biodiversity Information Service Manager 
 
 
--------------------------------------------------------------------------------------------------------------------------------- 
 2. OVERALL PURPOSE OF JOB 
--------------------------------------------------------------------------------------------------------------------------------- 
 
To care for the network, as well as maintain and continue the development of the main databases and information 
systems of the Biodiversity Information Service (BIS). To maintain and continue to develop procedures for providing 
access to data, data products and computerised information services. 
 
--------------------------------------------------------------------------------------------------------------------------------- 
 3. MAIN RESPONSIBILITIES 
--------------------------------------------------------------------------------------------------------------------------------- 
 
The post-holder will: 
 
a) Implement agreed strategic IT development of BIS 
 
b) Maintain and develop appropriate computer systems and network within BIS  

 
c) Maintain and install appropriate hardware and software for data management 
 
d) Undertake the technical maintenance and expansion of the BIS GIS systems and databases (Recorder 6, 

ArcGIS, QGIS and PostgreSQL\PostGIS). 
 
e) Work with Aderyn developer to continue to develop and maintain  appropriate data products, data analysis 

and web-based information services. 
 
f) Develop and customise systems, where appropriate, to meet BIS external information and internal 

management needs. 
 
g) Maintain and implement appropriate systems for ensuring the security of BIS data sets. 
 
h) Liaise with data users and suppliers (including the voluntary biological recording community) on IT and data 

issues. 
 
i) Maintain and further develop websites for BIS and other biological recording groups if required 
 
j) Provide training, and/or seek training providers, to ensure that BIS staff and volunteers are competent in the 

use of IT resources. 
 
k) Liaise with other LERC’s (particularly LERC Wales) and NBN partners on IT issues and best practice. 
 
l) Maintain an up-to-date knowledge and understanding of biodiversity information management policy, 

http://www.recorder6.info/
http://aderyn.lercwales.org.uk/
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systems and technology. 
 
m) Undertake appropriate administrative duties to ensure the smooth running of BIS. 
 
n) Be flexible and undertake other tasks as necessary, including supporting the Manager and staff and ensuring 

customer needs are met. 
--------------------------------------------------------------------------------------------------------------------------------- 
4. MAIN ACTIVITIES 
--------------------------------------------------------------------------------------------------------------------------------- 
 
These will include: 
 
a) Undertaking a wide range of complex and technical work requiring flexibility and willingness to develop new 

skills. 
 

b) Installing, maintaining and developing a range of local IT systems, including a local area network and servers 
using Windows Server.  

 
c) Maintaining biological recording database Recorder 6 (Microsoft SQL Server), GIS (QGIS/ArcGIS) and 

spatial database (PostgreSQL/PostGIS). 
 

d) Work with LERC Wales Aderyn developer to maintain and develop the Aderyn reporting database for BIS 
and LERC Wales. 
 

e) Assist with maintenance of LERC Wales merged database. 
 

f) Maintain the BIS on-line recording database WiReD. 
 

g) Development of IT tools to assist data management and analysis including running SQL queries to extract 
datasets. 
 

h) Maintain and develop websites for BIS and other biological recording organisations as required. 
 
i) Assisting and supporting the BIS manager and other staff to ensure their IT needs and customer deadlines 

are met. 
 
j) Liaising regularly with a wide range of contacts.  These may include: 
 

• officers from statutory conservation organisations, voluntary conservation organisations, national park 
authorities and other bodies 

 
• data providers and users 

 
• volunteers and voluntary recording groups 

 
• support staff from IT hardware and software suppliers 

 
• commercial IT professionals (where technical assistance is required) 

 
• IT and other LERC staff throughout Wales and the UK 

 
• the board of directors 

 
k) Undertaking various administrative tasks. 
 
l) Travelling within Powys & the Brecon Beacons National Park, Wales and occasionally within UK. 
 

http://record.bis.org.uk/
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Person Specification 
 

Job title - Information Technology Officer 
 
This section details the experience, skills, knowledge and personal qualities required for the post.  
 

 Required Desirable 
EXPERIENCE   

Working in an IT support or development role 
 

✓  

   
KNOWLEDGE   

Degree or equivalent qualification. 
 

✓  

Natural history and biological recording.  
 

✓ 

   
SKILLS   

Ability to establish and manage small networks using a Windows based network 
environment (HyperV or virtualisation experience desirable). 

 

✓  

Ability to install and manage databases (SQL server, PostgreSQL and spatial 
databases). 

 

✓  

Ability to install and manage GIS (ArcGIS, QGIS, PostGIS). 
 

✓  

Experience of programming languages including SQL, (PHP, Laravel, Javascript and 
Python are desirable). 

✓  

Ability to train and supervise others in the use of IT systems. 
 

✓  

Ability to communicate in Welsh.  
 

✓ 

Driving licence. 
 

 ✓ 

   
PERSONAL QUALITIES   

Professional, business-like approach. 
 

✓  

Ability to work within a team but also shown initiative with minimal supervision. 
 

✓  

Willingness to assume responsibility and to take decisions. 
 

✓  

Flexibility and enthusiasm to learn new skills ✓  

Good written and verbal communications skills. 
 

✓  

Commitment to biological recording and wildlife conservation. 
 

✓  
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Introduction 
 
The Biodiversity Information Service for Powys and Brecon Beacons National Park (BIS) is the independent local 
environmental records centre (LERC) which acts as the focus for the collation, management and use of 
information on the wildlife of Powys and Brecon Beacons National Park. BIS was established in 2000, as the first 
LERC in Wales, and has been successfully supporting users and suppliers of biodiversity information since 2001. 
BIS is now part of a consortium of 4 LERCs (LERC Wales) that aims to provide seamless biodiversity information 
across Wales. Through collaborative working across LERC Wales, a shared, standardised database of over 12 
million wildlife records has been created. This is accessed for data enquiries by the individual LERCs. Since 2016 
data has also been made accessible via Aderyn – the LERC Wales Biodiversity Information Reporting 
Database. Development of Aderyn has been undertaken in-house at BIS by the outgoing IT officer.  Aderyn has 
ensured that Wales is at the forefront in the UK in the field of local biodiversity information provision. For further 
information on Aderyn see aderyn.lercwales.org.uk. 
The following part-time post is an opportunity to use your IT skills for the benefit of wildlife and nature 
conservation, and to work with experienced IT officers within LERC Wales.  You will be based at our Brecon 
office, within the beautiful area of Brecon Beacons National Park, and continue to develop and manage our IT 
systems to improve and provide efficient access to biodiversity information locally and across Wales. 

 
Who we are looking for 
 
We are looking for an Information Technology Officer with the knowledge, skills, experience and personal 
qualities outlined in the attached person specification to maintain and develop the main databases and 
information systems (including web services) of BIS. This post requires someone who has IT experience and is 
ready to learn new skills to adapt to the post. 
The successful candidate will have skills in working with networks, web development, spatial databases and GIS, 
and will also be able to demonstrate a personal commitment to wildlife conservation. They will be highly 
motivated, willing to learn and will thrive on the challenges offered through working for this organisation. There 
will be an opportunity for consultation and handover from the previous IT officer plus support from the LERC 
Wales Aderyn developer. 

 
Details Of Employment 
 
(a) Pay 
 

The salary for the Information Technology Officer post will be £25,000 to £27,000 pro rata, depending on 
experience, to be paid monthly in arrears. Unless you opt out, you will automatically be enrolled in the BIS 
pension scheme (provided by AEGON Scottish Equitable). BIS pension contribution being 7.5% of your salary. 
BIS also operates a generous Sick Pay Scheme. 
 

(b) Hours of work 
 

Standard hours are a five day, 35 hour week, exclusive of lunch breaks.  A flexi-time system is in place, as is a 
system of time off in lieu for any unsocial hours worked.   

 
(c) Location 
 

This post will be based at the BIS offices, Unit 4, 6 The Bulwark, Brecon, Powys. Some travel around Powys and 
Brecon Beacons National Park, Wales and possibly the UK is anticipated. 
 

(d) Leave 
 

Annual leave allowance for f/t post is 25 days per year, in addition to public holidays and bank holidays.  
 

(e) Probationary period 
 

The new employee will be required to undertake a period of probation of 6 months, in which time they will be 

expected to establish their suitability for the post. 

https://aderyn.lercwales.org.uk/
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(f) Duration of contract 
 

This post is offered as a part-time (21 hours per week) but flexible working or f/t may be considered to get the 
right candidate. 
 
  

(g) Travel 
 

The post-holder will be expected to use their own transport for any business trips which cannot be easily made 
using public transport. An allowance of 45p per mile will be paid. 
 

The Selection Process 
 

The interview panel will meet shortly after the closing date to study the returned application forms and compile a 
short-list of applicants. They will do this by comparing the information provided on the application form to the 
requirements of the job, as listed in the person specification.  A short list of the most suitable applicants (those 
who meet all or most of the requirements) will be drawn up.  
 
 

Applying for the post 
 
Before completing the application form, please read ‘The Selection Process’ above as it is in your interest to 
complete the form in the way we require. You may include a CV if you wish, but this should not be a 
substitute for completing the application form, and all relevant information for this post shown on CV 
should also be shown in the application form. 
 
Please return your application form by post or email to:  
 
Janet Imlach  
The Biodiversity Information Service for Powys and BBNP 
Unit 4 
6 The Bulwark 
Brecon 
Powys 
LD3 7LB 
Email: janet@bis.org.uk 
 
Closing date: 7th October 2019 
Please note that late applications will not be considered. If you would like us to confirm receipt of your form, 
please enclose an SAE. 
 
Unfortunately, we do not have the resources to respond to those candidates who have not been short-listed and if 
you have not heard from us within three weeks of the closing date you should assume that your application has 
not been successful on this occasion.  
 
 
 


