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EDUCATION MANAGER (Oxfordshire) 
 
Hours of work:  35 hours per week 
Type of contract: Permanent 
Based at: Sutton Courtenay Environmental Education Centre (SCEEC), Abingdon 
Salary Band: C 
 
BACKGROUND 

 
The Berkshire, Buckinghamshire and Oxfordshire Wildlife Trust (also known as BBOWT) was formed in 
1959 and has a vision of an environment rich in wildlife for everyone, valued by all. We aim to lead the 
way to nature’s recovery through innovative land management, and connect people with nature to 
improve their wellbeing. We work in partnership and through collaborative projects with local 
communities, businesses, land owners and local authorities. In the three counties BBOWT owns or 
manages over 80 nature reserves covering 2,500 hectares. We have more than 50,000 members, 
employ over 100 professional staff, and have active support from more than 1,350 volunteers. Each 
year around 12,000 schoolchildren visit our education centres. BBOWT has an annual turnover of over 
£6 million and receives income from membership subscriptions, grants and donations.  BBOWT is one 
of 46 Wildlife Trusts working across the UK, each is a corporate member of the Royal Society of Wildlife 
Trusts. 
 
Our mission – To create a Living Landscape across our towns, cities and countryside and inspire our 
communities to act for nature. 
 
Our aim – To lead the way for nature’s recovery and connect people with nature, so that: 
 
• Our soil and water resources are managed to create functioning ecosystems and wildlife-rich places. 
• Local communities, decision-makers, landowners and business work with and for nature. 
• People recognise their dependence upon nature and its value to their mental and physical wellbeing 
 
JOB PURPOSE    
 

 To manage the operation of Sutton Courtenay Environmental Education Centre that delivers an 
inspiring educational programme to c. 4000 school children and an engaging programme of hands-
on activities to a broad range of audiences including families, young people and volunteers 

 
REPORTING LINE 
 
Reports directly to Head of People Engagement. 
 
STAFF MANAGEMENT  
 
The Education Officer (Oxon), Centre Administrator, Cleaner and Wildlife Trainee report to the 
Environmental Education Manager 
 
BUDGETARY RESPONSIBILITY 
 
Responsible for setting and management of own budget  
 



 

  

KEY RESPONSIBILITIES 
 

 To manage the operation of SCEEC  

 Develop inspiring and participatory education programmes to deliver our People Engagement 
Strategy  

 Develop and deliver hands-on educational experiences in the classroom and on the nature 
reserve to school groups (mostly primary school age) and a broad range of audiences 

 Effective line management of the team at SCEEC to ensure members of staff are highly 
motivated and deliver an inspiring experience to our visitors 

 Work with Educational Manager colleagues within the team to promote the value of BBOWTs 
educational programme to schools across the county  

 Work with Community Wildlife Manager (Oxon) to develop strategic partnerships across the 
county the promote and develop the programmes delivered at SCEEC 

 Ensure effective monitoring and evaluation of all activities 

 Develop volunteering opportunities to support all SCEEC activities, and ensure volunteers are 
recruited and supported in line with Trust polices 

 Set and manage relevant operational budgets and projects 

 Liaise with other environmental education providers in Oxfordshire to promote and develop the 
Centre’s programmes and share best practice  

 Responsible for all health and safety obligations of program delivery at SCEEC and in 
particular to  ensure compliance with BBOWT relevant codes of practice 

 Development of income streams and volunteer involvement to promote the long term 
sustainability of the education programmes 

 Keep up to date with developments in environmental education e.g. science and curriculum 

 Work with Facilities Manager to ensure smooth operation of the facility 

 Adhere to all Trust policies, procedures and systems. To represent the Trust in a professional 
manner and to act at all times in a manner which will not damage its reputation 

 To ensure that all health and safety obligations are met in all aspects of the role  in particular, 
to ensure implementation of Child Welfare and Safety Code of Practice 

 To provide regular reports as required 

 To attend meetings as required or directed by line manager 

 To engender a culture of membership recruitment within the team 

 Any other duties as delegated by the line manager, Head of Department or Chief Executive 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

PERSON SPECIFICATION 

 Essential Desirable 

Minimum of two years experience of developing and delivering 
environmental education to primary school aged children 

  

A proven track record of organising successful  programmes of 
educational activities 

  

Experience of staff management and leading motivated teams   
An understanding of the national curriculum   
Experience of budget management   
A skilled communicator who can engage a broad audience   
Experience of managing and delivering targets   
An understanding of current environmental approaches and 
issues 

  

Experience of managing volunteers   
Excellent presentation skills   
Understanding of appropriate health and safety issues   
Experience of working in partnership with local authorities and 
other education organisations  

  

Ability to work to a high standard   
First aid qualification   
A willingness to work occasional weekends and evenings   
Excellent organisational skills    
Ability to work under pressure and to deadlines   
Well-developed IT skills with a working knowledge and 
understanding of MS Office functions such as Word, Excel, 
Outlook, email and the internet 

  

Ability and willingness to demonstrate the BBOWT values of 
Integrity; Respecting Others; Personal Responsibility; Team Work; 
and Learning Culture  

  

Ability to deal with the public, Trust members and volunteers in a 
friendly and professional manner in a variety of situations. 

  

UK valid driving licence   
 
 
MEASUREMENTS OF SUCCESS 
 

 Excellent feedback from school attendees 

 Excellent feedback from attendees of events and activities 

 Delivery of outcomes and budgets. 

 Well managed and motivated staff and volunteers delivering the education programme of activities  

 Delivery of smooth operation of education centre and reserve 

 Effective and demonstrable team working 
 
This post will be DBS checked at enhanced level. A criminal conviction will not necessarily be a bar to 
obtaining the position. BBOWT will not unfairly discriminate on the basis of criminal convictions. 
BBOWT’s policy regarding this matter and the Disclosure and Barring Service Code of Practice are 
available on request. 
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