
  
 

JOB INFORMATION 
 

 
Post:     ALERC National Co-ordinator 
Contract Type:   Permanent 
Interview Date:  14 July 2026 
Interview Location:  Online via Microsoft Teams 
 
About ALERC 
 
The Association of Local Environmental Records Centres (ALERC) is a membership organisation 

representing Local Environmental Records Centres (LERCs) across the United Kingdom.  LERCs are not-

for-profit services run in partnership for the public benefit, that collect, collate, manage and disseminate 

information of known quality relating to the biodiversity (wildlife, Wildlife Sites and habitats) and optionally 

the geodiversity (Regionally Important Geological Sites and other sites of geological and geomorphological 

interest) for a defined geographical area. 

 

ALERC aims to promote the standing of LERCs as the definitive source of high quality, local, capture-

resolution biodiversity data to inform decision-making processes. It provides representation on behalf of its 

members at a national and regional level and seeks to enhance the professional standing of LERCs 

through its Accreditation scheme.  It provides a unified voice for the UK's LERC community and a support-

based network of knowledge and advice for its members. 

 

ALERC works to promote the role and importance of the services LERCs provide and their contribution to 

addressing the ecological and climate emergencies, and that they are fully appreciated and sustainably 

funded, so that all decisions impacting on the UK’s biodiversity are made using the best available evidence. 

 

ALERC aims to: 

 

• promote the standing of LERCs as the definitive source of high quality, local, capture-resolution 

biodiversity data to inform decision-making processes 

• provide representation on behalf of its members at a national and regional level 

• enhance the professional standing of LERCs through its Accreditation Scheme 

• provide a unified voice for the UK's LERC community 

• provide a support-based network of knowledge and advice for its members. 

• promote the role and importance of the services LERCs provide and their contribution to addressing 

the ecological and climate emergencies, and  

• ensure that the LERCs are fully appreciated and sustainably funded, so that all decisions impacting 

on the UK’s biodiversity are made using the best available evidence. 

 

ALERC is run by a Board of Directors supported by two part-time members of staff, in conjunction with its 

members through working groups. 

 
For further information on ALERC and its work, please visit www.alerc.org.uk  
 
About this post 
 
Working alongside the ALERC Executive Director, this post is vital for efficiently delivering ALERC’s 

services to its members and stakeholders, as well as playing a vital role in promoting the role and 

importance of the services LERCs provide.  

 

http://www.alerc.org.uk/


The post is hosted by the North & East Yorkshire Ecological Data Centre (the operating function of the 

Yorkshire and Humber Ecological Data Trust (YHEDT), Charity No. 1075999). The successful candidate 

will be legally employed by YHEDT, whilst their work programme will be managed by ALERC. 

 
Who are we seeking? 
 
We are seeking a candidate with the knowledge, skills, experience and personal qualities outlined in the 
attached person specification. Short-listing for interview will be based on scoring your application against 
the attributes set out in the person specification, so your application should be structured to demonstrate 
clearly and succinctly how well you meet these attributes providing examples and evidence of your 
experience.  
 
Equality, diversity and inclusion 
 
We are passionate about equality, committed to ensuring our staff diversity, and supporting an inclusive 
culture which allows our staff to bring their authentic selves to work. We welcome applications from 
individuals regardless of age, marriage (including same-sex marriage) and civil partnership, sexual 
orientation, sex, gender identity, disability, race, religion or belief or pregnancy/maternity. 
 
 
 

JOB DESCRIPTION 
 

 

1. IDENTIFICATION OF JOB 

 
Job Title:  ALERC National Co-ordinator  

Responsible to:  ALERC Executive Director 
 

2. OVERALL PURPOSE(S) OF JOB 

 
To deliver high quality membership services, network coordination, communications and events 
management to ALERC and its members, enabling LERCs to collaborate effectively and to present a 
unified voice to stakeholders. 
 

 3. RESPONSIBILITIES 

 

Main Objectives:  
 

• Provide efficient and responsive support to both ALERC members and its Directors, using existing 

administrative and finance systems 

• Strengthen, support and grow the network of accredited member LERCs across the UK through 

promoting the ALERC accreditation system 

• Maintain and develop communication channels within the LERC network and with relevant 

stakeholders 

• Coordinate the annual programme of ALERC events 

• Contribute to the delivery of ALERC external contract work and internal task-finish working groups 

Principal Responsibilities: 
 

Member Services and Network Coordination: 

 



• Act as primary point of contact for member LERCs, handling enquires and routing technical 

questions to the appropriate person as necessary 

• Manage membership applications, renewals and associated administrative and financial tasks 

• Monitor LERC accreditation status across the network, supporting submissions and completing 
accreditation assessments 

• Provide administrative support to ALERC working groups 

• Provide administrative support to the Recorder 6 Steering Group and manage R6 license renewals 

• Work alongside national organisations and schemes and societies to enable data exchange with 
LERCs 

 
Communications and Information Exchange: 
 

• Engage regularly with member LERCs via the online community on Knowledge Hub 

• Prepare and distribute ALERC’s monthly newsletter 

• Manage ALERC’s social media platforms 

• Update content on the ALERC website 

• Organise events and activities which enable the exchange of knowledge and good practice across 
the member network 

• Identify members’ training needs and help to meet these by the above events and activities 

• Lead the ALERC Annual Conference Working Group (mainly online) 

• Attend the ALERC Annual Conference (in person event) 

• Attend regional meetings (mainly online) of LERCs to provide a national perspective 

• Represent ALERC at external meetings, events and sectors forums as necessary (some online and 
some in person) 

 
The postholder will be flexible and undertake other appropriate tasks as necessary, or as directed by the 

ALERC Executive Director or the ALERC Chair. 

 

4. WORKING RELATIONSHIPS 

 

• ALERC Board of Directors 

• ALERC Executive Director 

• ALERC working groups 

• ALERC members across the UK 

• Regional LERC Groups. 

• Partner organisations and stakeholders, e.g. statutory bodies. 

• National schemes and societies 

• Event partners, speakers and venues 
   



 

PERSON SPECIFICATION 
 
 

 
Job title ALERC National Co-ordinator   
 
This section details the experience, knowledge, skills and personal qualities required for the post. Your 
application will be scored against these criteria as part of the short-listing process. 
 

 Essential Desirable 

KNOWLEDGE & EXPERIENCE   

Experience in a biodiversity conservation (or a related sector) role, in a professional or 
voluntary capacity. 

✓  

Knowledge of biological recording and biodiversity conservation in the UK, including the 
roles of key organisations 

✓  

Experience of professional liaison and stakeholder engagement ✓  

Extensive knowledge of LERCs  ✓ 

Knowledge and awareness of the regional and/or national ecological frameworks (policy 
and regulatory) within which LERCs operate  

✓ 

 

Project and programme management experience  ✓ 

   

SKILLS & QUALITIES   

Ability to communicate effectively, including written and verbal. ✓  

Ability to work independently with limited supervision ✓  

Proficiency with standard office software packages including Microsoft 365/Office, MS 
Teams and Outlook. 

✓  

Good attention to detail with the ability to solve problems and see tasks through to 

completion 
✓  

Good organisational ability including effective time and workload management ✓  

Ability to adhere to high standards of professionalism and customer service ✓  

Familiarity with digital tools including social media in a professional context  ✓ 

Familiarity with design software for publications and infographics  ✓ 

Familiarity and confidence with using geographic information systems (e.g. QGIS).  ✓ 

Data and document management skills  ✓ 

Commitment to biodiversity conservation and environmental issues  ✓ 

   

 
 

 
 
 
 
 
 
 
 
 
  



 
 

DETAILS OF EMPLOYMENT 
 

 
(a) Duration of contract 
 

The post is being offered on a permanent basis. 

 
(b) Hours of work 
 

This is a 0.6 full-time equivalent post (3 days/22.5 hours per week). A flexi-time system is in place 
which allows time off to be taken for additional or unsocial hours worked. You may occasionally be required 
to work outside normal office hours.  
 
(c) Pay 
 

This post is employed on the Yorkshire and Humber Ecological Data Trust (YHEDT) pay scale. The starting 

salary will be £27,616 - £31,096 p.a. depending on experience (adjusted pro rata based on 0.6 full-time 

equivalent).  Salary will be paid monthly in arrears, by bank transfer.  YHEDT pay scales are reviewed each 

year in line with the Office for National Statistics (ONS) Consumer Prices Index including Owner Occupiers’ 

Housing costs (CPIH) measure of inflation for the preceding 12 months. 

  
(d) Location 
 

This post will be a remote post, based at home.  The need to occasionally travel within the UK, for events 

or meetings will be necessary. 

 
(e) Leave 
 

YHEDT’s annual leave allowance for full-time posts is 25 days per year plus 8 bank holidays (adjusted pro-

rata for part-time posts).  

 
(f) Probationary period 
 

All new employees will be required to undertake a period of probation for 3 months, in which time they will 

be expected to establish their suitability for the post. 

 
(g) Travel 
 

The post-holder will normally be expected to use public transport or their own transport for any business 
trips. Public transport costs incurred will be refunded and an allowance of 55p/mile will be paid for car 
journeys where public transport is not viable. 
 
(h) Pension 
 

The post-holder will be automatically enrolled into the YHEDT National Employment Savings Trust (NEST) 

pension scheme. Pension contributions will be 4% employee contribution, 5% employer contribution and 

1% tax relief. 

 

 


