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Job Description

Operations & Facilities Supervisor	Grade:	7 

Directorate: Operations	Location: WWT Caerlaverock 

Reporting to: Centre Manager
Main function of post: To facilitate safe and welcoming visitor access to Caerlaverock and to maintain, repair, and support the development of the whole site, including built infrastructure, rental properties, car parking, visitor information and facilities and the nature reserve. 
Supervisory responsibilities: Management of the Engagement Officer and Administration Officer, as well as overall responsibility for supervising volunteers, casual staff and contractors. 

Responsibilities of the post

Facilities and property

1) Achieve high standards of safety, presentation, and functionality across all areas of the site, from pathways and hides to visitor facilities and staff equipment.

2) Manage routine maintenance and repairs of built infrastructure, including hides, gates, paths, signage, drainage, and visitor facilities such as car parking and toilets.

3) Support the Centre Manager in ensuring proactive maintenance of rented residential and holiday properties, managing contractors where necessary

4) Undertake regular site checks to ensure safety, accessibility, and high presentation standards.

5) At times, to assist Reserve teams with site projects such as landscaping and habitat restoration

6) Manage cleaning contractors and other external suppliers/agents relating to facilities and property

7) Record maintenance activities, project progress, and materials usage, updating schedules and ordering resources where needed.

8) Manage the day to day bookings and customer satisfaction of the self-catering farmhouse holiday accommodation. 

Admissions

1) To oversee the daily operation of the visitor admissions process at Caerlaverock. This includes the management of staff and volunteers to take admissions payments and welcome visitors, till equipment and processes and finance processes

2) Assist with daily site-wide operations, including opening and closing procedures, site safety and security checks.

3) Acting as a duty manager on a rotational basis.

4) Dealing with visitor and members questions and any issues

Administration

1) To manage the Administration Officer to raise purchase orders and invoices and in administration of the e-finance system; ensuring reconciliation between order, approval, delivery and invoice.

2) To ensure the accurate record keeping of spend against budgets.

3) To ensure liaison with other departments, including Finance and HR in the running of payroll to ensure that timesheets are submitted accurately and to deadlines, checking all relevant reports.

4) Oversee the organising of the rota to ensure adequate duty management, staff and volunteer cover

People & Visitor Engagement

1) Supervise, train, and manage the Engagement Officer and the Administration Officer, as well as a small group of volunteers, ensuring safe working practices and a positive experience.

2) Engage positively with visitors and members, supporting their understanding and enjoyment of wetlands and the wider site.

3) To collaborate and engage with HQ teams such as Communications and Experience & Engagement, to support central PR and engagement initiatives and to secure support from central teams when needed

Health, Safety & Sustainability

1) To act as the SHE (Safety, Health and Environment) officer for the site, following WWT health and safety policies, ensuring the wellbeing of yourself, colleagues, contractors, and visitors.

2) Promote and adopt sustainable practices in line with WWT’s Sustainability Statement.

3) Adhere to WWT’s Data Protection policies.


In addition to the duties and responsibilities listed, the post holder is required to perform any other reasonable duties that may be assigned by the supervisor shown above, from time to time.

Date raised: October 2025	Amended: 

Person Specification
1. Qualifications
Essential: 
· A levels or equivalent standard in a relevant subject
· Qualifications in machinery operation and safety 
· Full, current driving licence
Desirable:
· Relevant Health and Safety qualifications
2. Experience
Essential:
· Experience of managing contractors in maintenance projects, repairs and/or cleaning
· Ability to deliver and coordinate small-scale projects on time and within set resources
· Strong teamwork and communication skills, including supervising staff, volunteers and/or contractors
· Awareness of health and safety procedures in practical site work
· Experience of managing or working within a budget
Desirable:
· Experience of contributing to site improvement or maintenance projects (ideally in outdoor or visitor-facing environments)
· Ability to engage positively with visitors, explaining site work and promoting understanding of wetlands and nature conservation
· Demonstrable passion for nature conservation and sustainable site management
3. Managerial & Supervisory
Essential: 
	Type of team member
	Number managed
(No. of direct reports)
	Number supervised


	Employed staff
	2
	0

	Volunteers 
	0
	10

	Casual Workers
	0
	0


4. Responsibility
Essential:
· Day-to-day responsibility for maintenance and safe use of built infrastructure, habitats, visitor facilities, and machinery.  
· Annual budget responsibility up to £30,000. Supports efficient use of resources and provides input to maintenance/project costs. 
Levels of Responsibility:
	Type of Responsibility
	Level (£’s)

	Budget Responsibility 
	£30,000

	Income
	0

	Project Size (normally managed)
	Small

	Assets (required for job, exc. buildings)
	£5000

	Visitors (number per annum)
	N/A 



5. Creative Ability
Essential:
· To have the skills to contribute to the development and delivery of site improvements and repairs by applying practical skills and problem-solving. 
6. Contact
Essential:
· Ability to maintain daily contact with the Centre Manager and work closely with the Reserve teams.
· Demonstrable ability to liaise with external contractors and suppliers to support maintenance and project delivery.
· Able to carry out work sensitively and flexibly around the needs of visitors, ensuring minimal disruption and a positive visitor experience.
· Good ability to collaborate and work with HQ teams such as Communications and Experience and Engagement, to support PR and engagement initiatives where appropriate

General Notes
This position will require work during evenings, weekends and public holidays to meet the needs of the post.
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