BIRDLIFE INTERNATIONAL - JOB SPECIFICATION/DESCRIPTION


	JOB TITLE:
	IBAT Programme Officer

	DIVISION/DEPARTMENT:
	Science


1. OVERALL PURPOSE OF JOB

	The Programme Officer is responsible for IBAT’s business development, user support, and marketing and communications. Working closely with other Programme Officers, and supported by the IBAT User Sub-committee, you will engage with businesses and financial institutions across a range of sectors to expand IBAT to more organisations. You will support existing IBAT users, delivering training and providing user support to ensure organisations can use IBAT to incorporate biodiversity into their decision making. You will work within a multidisciplinary and cross organisational team, helping generate innovate ideas based on your experience working with IBAT users to generate new products and services.




2. WORK RELATIONSHIPS

	REPORTING TO (LINE MANAGER):

	This role works within a cross-organisational team e.g.

· Each IBAT core team member is hosted by an Alliance Partner (BirdLife International, Conservation International, IUCN or UNEP WCMC) organisation. 

· BirdLife International will host this role within the Science Department.

· BirdLife Line Management will be by BirdLife’s IBAT Governance Committee Representative. Currently, Head of Biodiversity & Business Engagement.
· Day-to-day Management will be by the Head of IBAT. Currently Edward Ellis.



	REPORTING TO JOB HOLDER (LINE MANAGED STAFF):  

	None

	PRINCIPAL OTHER WORKING RELATIONSHIPS/RESPONSIBILITIES WITHIN SECRETARIAT:

	BirdLife Operations team across Finance, Admin, IT and Legal - engage as relevant.
BirdLife IBAT committee representatives e.g., Governance Committee, User Subcommittee, Technical Subcommittee, Data Requests Committee, and Scientific Advice – engage as relevant.



	PRINCIPAL WORKING RELATIONSHIPS/RESPONSIBILITIES WITHIN BIRDLIFE NETWORK :

	Guide BirdLife Partners in the use of IBAT – engage as relevant.

	PRINCIPAL EXTERNAL RELATIONSHIPS/RESPONSIBILITIES:

	IBAT Alliance Partners committee representatives – engage as relevant.


3. KEY WORKING RELATIONSHIPS GRID
	Contact 
	Level 

(1-3)
	Contact 
	Level 

(1-3)
	Contact 
	Level 

(1-3)

	BirdLife network / other NGOs
	2
	General public
	2
	Policy makers (institutional /politicians/ corporations)
	3

	BirdLife advisory groups, committees, reg. councils
	1
	Press & media
	1
	Funding organisations (institutions, foundations, corporations )
	3

	BirdLife Global Council
	1
	Regulators/ legislators/ auditors
	1
	Individual donors/ members
	2

	Suppliers/service providers
	2
	Scientific community


	1
	VIPs/ royalty/
high worth individuals
	1

	Level of Contact 

1.= General Informing. "Appearance, first impressions".  May have some independent outside exposure and contact, primarily informative.

2.= Presenting/Representing/Reporting "Relationship management".  Independent exposure representing BirdLife. Maintaining individual contacts. Usually managing information flow. 

3.= Justifying/Negotiating - "Influencing decision makers".  Independent exposure as lead contact, representing Birdlife to highly influential people.  Responsible for complex and sensitive/high risk communications.


4. MAIN DUTIES/WORK PROGRAMME RESPONSIBILITIES

	By main work area:

	The main duties of the Programme Officer will be focused on customer support, marketing and communications, and sales including:

1. Business Development
· Research and identify new business opportunities
· Develop and implement outreach strategies for key sectors, in alignment with IBAT’s Strategic Plan
· Virtual and in-person demonstrations of IBAT to potential subscribers
· Maintaining stakeholder relations, both with IBAT subscribers and across the IBAT Alliance
· Representation of IBAT at industry events and in webinars
· Collaborating with the wider IBAT team to develop new products

2. User Support

· Respond to user queries

· Develop training materials, including tutorial videos and briefing notes 

· Deliver virtual and in-person training to users

· Manage IBAT’s Client Relationship Management system

· Work with IBAT’s Technical Officer to improve IBAT’s useability

3. Marketing and Communications

· Develop and implement IBAT’s marketing strategy, in alignment with IBAT’s Strategic Plan

· Manage IBAT’s social media

· Monitor Google analytics and IBAT usage statistics

· Send out regular IBAT newsletters

All activities to be undertaken in close collaboration with the IBAT Secretariat and IBAT committees and Alliance partners.
Being flexible, adaptable and available to take on other tasks or duties as requested by IBAT Manager.
When necessary, attend relevant meetings both in the UK and internationally on behalf of IBAT.



5. LIMITS OF AUTHORITY/RESPONSIBILITY FOR RESOURCES

	RESPONSIBILITY AREA
	LEVEL OF AUTHORITY

	Financial/Budgetary
	None


	Contracts – Funders


	None



	Contracts – Staff/Consultants
	None



	Contracts – Service providers
	None


	Legal Responsibility
	None



	Other


	Responsible for ensuring that relevant work is carried out to a high standard


6. EDUCATION/SKILLS AND OTHER SPECIAL REQUIREMENTS

	REQUIREMENTS
	KNOWLEDGE/SKILLS/ATTRIBUTES

	Minimum General Education
	Essential:  Degree level in business studies, conservation or other relevant degree.


	Job Specific Education/ Qualification
	Desirable: Masters level in business studies, conservation or other relevant degree.


	Job Specific Knowledge
	In-depth knowledge of the three IBAT datasets.


	Experience
	Essential:

Minimum of 5 years relevant experience.

Experience in working in business & biodiversity.
Desirable:

Experience working with one or more of the IBAT Alliance organisations, a commercial environment or in the finance sector.
Experience of marketing and sales plans to deliver technology-based products.

Experience in user support.



	Management & organisational skills
	Good administrative and organisational skills, including prioritisation and working to deadlines.

	Communications skills
	Fluent in oral & written English.
Demonstrated communication skills, both written and verbal, to a range of audience.
Desirable:

Fluency in other languages (particularly Spanish or French).

	Creativity & Initiative
	High levels of professionalism, initiative, energy, creativity, and flexibility 

	Computer Literacy
	Excellent IT skills; proficient in Microsoft Office, especially Outlook, Word and Excel.

	Languages
	Highly proficient in English (other languages, particularly Spanish or French are desirable, but not essential).

	Travel requirements
	Willingness to travel abroad 


	Prepared by:
	Date:

	Edward Ellis (IBAT Manager) and Sue Mulhall (BirdLife Biodiversity & Business Partnerships Global Lead)
	 6th November 2023



