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Job title: 			Conservation Assistant
Generic job description: ES587 c-d; Dorset Grade 7-8. This post is at grade 7.

Directorate/Service/Team:  	The role sits within the Conservation team, part of the Planning Service within the Place Directorate 


Organisation structure 

Reporting to: Conservation and Design Team Leader 

Responsibility for:  The post holder will be supporting the Conservation and Design Team Leader, and team members who provide input into the planning policy service for Dorset Council.  The team’s work primarily involves the provision of specialist heritage advice to development management, spatial planning and other service areas. 

The post holder will be the first point of call to provide general technical and legislative advice on heritage assets to internal and external customers. They will provide administrative and technical support for the conservation team through booking rooms, supporting events, circulating meeting information and administering records, digital mapping layers and databases. They will be responsible for the administration of boundary changes to Conservation Areas and assisting with Conservation Area Appraisals (including site visits as required) under the direction of the Senior Conservation Officer and Conservation and Design Team Leader. They will act as the first contact for voluntary organisations working with the local authority in undertaking heritage strategies and conservation area appraisals, neighbourhood plans and similar projects. 

The post has no supervisory or management responsibilities, however the post holder will act as a central contact point for conservation enquiries from internal and external customers.    

Key responsibilities include the following:
· Acting as the first point of call to provide general technical and legislative advice on conservation and heritage related enquiries to internal and external customers (including the general public, heritage amenity groups and members)
· Acting as digital champion for the team, and updating records for listed buildings and conservation areas on the Council’s mapping system (QGIS)
· Be the contact point for the validation team, to check that Heritage statements meet the requirements for validation purposes 
· Providing administrative and technical support to the conservation team, including booking rooms, circulating agendas and events support 
· Work with the team to agree an appropriate system for filing documents and photos through the one domain process
· Undertake site visits to sign off discharge of conditions where appropriate
· Maintaining and updating the Council’s Listed Building and Conservation Area records and Buildings at Risk register. Compile a list of Conservation Areas which have no appraisal and prioritise these with a timescale (working with Conservation and Design Officers). Working with the Conservation and Design Officers, send initial letters to ascertain any future proposals for the building (with the aim of removing the buildings from the At Risk register).
· Acting as the lead officer for the Buildings at Risk Strategy (a national requirement) working with voluntary groups and individuals. 
· Assisting in the preparation of new and revised guidance documents e.g. for Conservation Areas, key performance indicator information, committee reports / appeals statements as required under the direction of the Conservation and Design Team Leader, Senior Conservation Officer or Service Manager for Conservation
· Update web resources when updated guidance documents are available
· Assisting in the gathering and summarising research and evidence 
· Being responsible for co-ordinating Parish and Town Councils’ requests for “Local Designations” of historic assets and appropriate liaison with conservation officers and Historic England where necessary

The post holder will develop and maintain effective partnerships with relevant external stakeholders of the Council including other authorities, town and parish councils as well as central government, public, private and voluntary organisations. 

This post would provide experience towards becoming a Conservation Officer and meeting the requirements of the IHBC. 

Context of work

Streets and places in towns and villages that are considered special and to warrant greater protection are protected and managed by Councils through the designation of Conservation Areas and the production of Conservation Area appraisals. The Council also has a requirement to produce and maintain a Buildings at Risk Register. The post holder will provide an essential support role to this work through the administration of these appraisals and registers.

Dorset Council is a unitary authority. The Dorset Council area has an outstanding natural and historic environment, with national and international designations including internationally protected heathland habitats, two National Landscapes and the ‘Jurassic Coast’ World Heritage Site.  

Other information  

The post holder will be expected to have a minimum of 2 A levels and 5 GCSE’s or equivalent including maths and English at GCSE. Experience working in a related discipline area would be an advantage, as would a related qualification. The successful candidate should also have a commitment to continual personal and professional development and a willingness to undertake additional relevant professional training.

The post requires the ability to use a range of IT software, spreadsheets and databases, and mapping software, and familiarity dealing with numerical data.  The post holder will need to be able to follow precise instructions, pay attention to detail, and ensure that information is accurately recorded and monitored. 

A full driving licence is an advantage.

The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.

This post is at Grade 7. 
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