
 

 
 

 
 

PROJECT OFFICER - HERITAGE LOTTERY FUND DEVELOPMENT PHASE 
One year fixed-term contract 
 
Information for Applicants  
 
The Yorkshire Arboretum as we know it today was created through the enthusiasm and partnership of 
George Howard (Lord Howard of Henderskelfe) and James Russell, over a period of eighteen years, 
from 1975 to 1992. The arboretum site was formerly parkland around Castle Howard, with parts later 
used for agriculture. The grounds include a number of mature parkland trees, especially oaks and 
sweet chestnuts, dating from the 1780s, giving height and stature to what is still a very young 
collection. 
 
A large number of interesting tree specimens came from Hillier Nurseries in 1979 and form the 
backbone of the collection, but since then the majority of trees planted have been of wild-origin, grown 
from seed collected by expeditions to many parts of the world, but especially China. Seed or young 
plants have come especially from the Royal Botanic Gardens, Kew, but the arboretum receives plants 
from many other arboreta in the United Kingdom too. This high proportion of wild-source material, 
with its genetic diversity and importance for conservation, makes the Yorkshire Arboretum a significant 
location, and it is regarded by Defra as a back-up collection for Kew. 
 
The Castle Howard Arboretum Trust was formed as a partnership between Kew and the Castle Howard 
Estate in 1994. The Trust has the remit of preserving and developing the collections in both the 
Yorkshire Arboretum and Ray Wood, and has a membership balanced between nominees of RBG Kew, 
Castle Howard and independent members.  
 
John Grimshaw was appointed Director with curatorial responsibilities in August 2012. He manages a 
small team of staff, who are in turn assisted by a large number of dedicated volunteers. Throughout 
its history the Trust has been dependent on grants, donations and goodwill to function effectively, and 
is grateful to all for their assistance. 
 
In 2012 the Trustees adopted the name The Yorkshire Arboretum for the main site, establishing a firm 
identity for the arboretum, reflecting its location and values as a place of inspiration and education for 
Yorkshire and beyond. 
 
Background to the Job Role 
 
The Yorkshire Arboretum has been awarded a development phase grant by the Heritage Lottery Fund 
to enable the preparation of a second round bid for a grant to fund our development on accessibility 
and interpretation. The project, entitled ’If Trees Could Talk’ is aimed at making the arboretum more 
accessible to the public, providing high quality interpretation and enhancing our ability to engage with, 
educate and provide interesting and exciting activities to a wider range of visitors. Our objective is to 



share more widely the diverse heritage of our collection, the historical landscape and its natural 
biodiversity, and the work we do to develop it with a growing audience of all ages.  
 
The role of Project Officer has become available as a key member of the team which will develop and 
implement the elements of the project funded by HLF. The role is available in the first instance for a 
fixed period of one year during which development of the detailed planning and specifications for the 
project will be carried out. If successful at the second round it may then be extended for a further two 
years to cover the delivery phase of the project. 
 
Project Budget  
 
 

Development Phase  

Project Officer & other  staff costs £24,600 

Consultancy including Interpretation, Audience 
Development, Market Research and Engagement 

£20,000 

Architecture Consultancy, inc. Learning Centre and 
Access Paths 

£  8,700 

Engagement Materials £  5,020 

Total £58,320 

 

Delivery Phase  

Project Officer & Heritage Officer staff costs £139,800 

Consultancy : Interpretation & Architecture £  36,000 

Capital Works: Access Paths & Visitor Centre 
Modifications 

£  72,000 

Capital Works: New Learning Centre £  75,000 

Equipment & Machinery, including Collections 
Development Unit, Interpretation & Orientation 

£132,000 

Publicity & Evaluation £  38,700 

Contingency £  34,200 

Total £527,700 

 
 
 
Project Timescale 
 
Development Phase 

Task Start Date End Date Person Responsible 

Preliminary Planning (internal) 01 August 2017 30th November 2017 YA Development 

Officer 

Let Consultant Contract 01 August 2017 20 October 2017 YA Development 

Officer 



Appoint Project Officer  29 August 2017 05 January 2018 YA Development 

Officer 

Audience Research 
 

23 October 2017 12 January 2018 Consultant 

Let Architect Contract 15 January 2018 02 March 2018 Project Officer 

Interpretation, inc strategy 

development & interpretation 

zone design and plans 

05 January 2018 27 July 2018 Consultant 

Architecture plans 05 March 2018 27 July 2018 Architect 

Collection Development Unit 

plans 

05 February 2018 27 July 2018 YA Director 

HLF Review 31 July 2018 03 August 2018 Project Officer 

Activity Planning 06 August 2018 11 January 2019 Consultant 

Business Planning 06 August 2018 15 February 2019 YA Director 

Submission of Stage 2 

Application 

18 February 2019 29 March 2019 YA Director 

 
 
 
Delivery Phase 

Task Start Date End Date Person Responsible 

Re -appoint Project Officer 1 June 2019 30 June 2019 YA Development 

Officer 

Appoint Heritage 

Development Officer 

1 June 2019 31 August 2019 YA Development 

Officer 

Tender preparation & Launch 

– Access, Interpretation and 

Learning Centre 

1 July 2019 31 December 2019 Project Officer 

Tender preparation & launch – 

Visitor Centre modifications 

1 July 2019 31 August 2019 Project Officer 



Tender evaluations & 

acceptance – Visitor Centre 

modifications 

1 September 2019 30 September 2019 Project Officer 

Visitor Centre modifications – 

contractor mobilisation 

1 October 2019 31 October 2019 Project Officer 

Visitor Centre modifications 
works 

1 November 2019 31 January 2020 Project Officer 

Recruitment & training 
volunteers for support to build 
works (excl vistor centre) 

1 January 2020 1 April 2020 Project Officer 

Tender evaluations & 
acceptance - access, 
interpretation, L  Centre 

1 January 2020 1 March 2020 Project Officer 

Build works, (L&A Centre, 
paths, access excl Visitor 
Centre modifications) 

1 April 2020 
 

30 September 2020 Project Officer 

Planting and landscaping 
round trails and activity points 

June 2020 October 2020 Heritage Development 
Officer 

Collections Development Unit 
volunteer recruitment & 
training 

1 September 2019 30 October 2019 Project Officer & 
Heritage Development 
Officer 

Collections Development Unit 
– clear space, assemble 
facilities, purchase 
consumables, start 
propagation, develop interp & 
engagement material 

1 September 2019 May 2020 Heritage Development 
Officer 

Marketing planning 1 June 2019 31 August 2019 YA Development 
Officer & Project 
Officer 

Public marketing of project 
start & continuing 
developments 

1 June 2019  Ongoing to project 
end 

YA Development 
Officer 

Develop activities 
programmes, recruitment of 
volunteers, prep materials, 
marketing 

July 2020 June 2021 & ongoing Project Officer & 
Heritage Development 
Officer 

New activities programmes September 2020 Ongoing to project 
end and beyond 

Heritage Development 
Officer 

Further planting & propagation 
to new facilities 

March 2021 June 2021 Heritage Development 
Officer 

Project end June 2021   

 

 
 



JOB DESCRIPTION  
 

Job Title: Project Officer Start Date 1 January 2018 
 

Reports to: Development Officer  
 

Hours 20 hours/wk 
 

Contract One year fixed term,  with a 
possible extension to three 
years 

Salary £36,550 FTE, pro rata 
(£19,500) 

 
 
Job Purpose 
 
The post holder will be responsible to the Yorkshire Arboretum Development Officer for managing and 
delivering the If Trees Could Talk Heritage project, funded by the Heritage Lottery Fund (HLF). The post 
holder will work with other Yorkshire Arboretum (YA) staff, volunteers, trustees, consultants, local 
community groups, organisations and other stakeholders to ensure delivery of the project. 
They will oversee and co-ordinate the management, implementation, promotion and monitoring of 
the development phase of the project. The post is initially for a fixed term period of a year, which may 
be extended by a further 2 years to cover the delivery phase of the project, dependent on successful 
submission and approval of a Round 2 funding bid to HLF. Applicants should be aware that there will 
be a hiatus of at least 2 months, between the Development Phase completion and the start of the 
Delivery Phase. 
 
Responsibilities 
 
General 
 

 To oversee and co-ordinate the management, implementation, promotion and monitoring of 
the appropriate stage of the If Trees Could Talk Project, ensuring that the project fulfils its aims 
and objectives and that the contractual requirements of HLF are fulfilled. 

 Be responsible for progressing all required actions with external consultants, contractors, staff, 
volunteers and suppliers ensuring that all key dates are met. 

 To procure consultancy services in line with YA and HLF requirements, liaise with the YA 
Development Officer & YA Project Board to ensure the processes and contracts are fit for 
purpose, producing detailed contractor specifications for delivery of all elements. 

 To ensure that project development and delivery is in line with relevant YA Policies, 
Strategies and Guidance and meet the projects Aims and Objectives.  

 Ensuring all statutory approvals are obtained. 

 Take urgent remedial action to ensure any delays and overruns are rectified. 

 To attend project board meetings and report weekly to the YA Development Officer on 
financial, programme and project development issues. 

 To maintain and manage a Risk Register and Issue log and highlight any major risks, issues or 
deviations from the project to the YA Development Officer. 

 To work with project consultants to produce a value for money Activity Plan, in line with HLF 
requirements. 

 To liaise with HLF staff to submit a Round 2 bid to HLF 
 



Financial 
 

 To monitor all financial transactions for the project assigned to their responsibility, tracking 
all income and expenditure and ensuring all contractual monitoring information is returned 
to HLF & YA on a regular basis. 
 

Research, Consultation, Information and Communications 

 
 To promote community and volunteer involvement in all aspects of service delivery. 

 To organise, promote, co-ordinate and run community consultation events and to publish and 
circulate results of these in line with YA & HLF guidelines.  

 In liaison with YA staff, to contribute to the development of marketing and publicity materials. 

 To promote project milestones through press releases, community networks and social media.  

 Working with consultants, staff, volunteers, visitors and communities to develop and deliver 
engagement strategies and ensure new visitor experience is delivered 

 Recruit Volunteers to support the project and arrange training as necessary to help them 
obtain skills for involvement in the different elements of the project. 

 
 

Contacts 
 
The job holder will have contact with trustees, staff, volunteers, consultants, suppliers, HLF and 
members of the public. 
 

How this post fits with in the management structure of the Arboretum. 
 
Project Board 
 
 
Director 
 
 
Development Officer 
 
      
 
HLF Project Officer 
 
 
 
Volunteers 

 
*** 

 
 

The Yorkshire Arboretum is committed to the promotion of equality and diversity in all aspects of its 
work 



PERSON SPECIFICATION -  PROJECT OFFICER 
 

Attribute  How 
Determined 

Education 
 
Educated to degree level or equivalent 
 

 
 

E 

 
 

Certificates 

Experience 
 
2 years in a project management or similar role 
Working within the framework of grant-funded projects 
Management of HLF-funded projects 
Working in a visitor attraction 
Working with different stakeholder groups including trustees, volunteers, 
customers, the disabled 
 

 
 

E 
D 
D 
D 
 

E 

 
 

A  I 
A  I 
A  I 
A  I 

 
A  I 

 

Skills 
 
Managing project teams of staff, consultants & contractors 
Recruiting & managing volunteers 
Financial management within a project framework 
Information gathering & research among stakeholders 
Data analysis and interpretation 
Drafting of contractor or supplier specifications 
Producing management reports 
Competent user of MS Word, Excel 
User of project management software 
Experience in the use of social media 
Ability to prepare concise and clear written reports 
Able to deliver presentations to small audiences 
 
 

 
 

E 
D 
E 
E 
E 
D 
E 
E 
D 
E 
E 
D 

 
 

A  I 
A  I 
A  I 
A  I 
A  I 
A  I 
A  I 
A  I 
A  I 
A  I 
A  I 
A I 

Personal Attributes 
 
Firm and decisive approach 
Well organised with good time management skills 
Excellent communications and interpersonal skills 
Flexible, adaptable and able to cope with constant change 
Able to work under pressure 
Sympathetic and adaptive approach to different groups 
Energetic and enthusiastic, demonstrates commitment 
 

 
 

E 
E 
E 
E 
E 
E 
E 

 
 
I 
I 
I 
I 
I 
I 
I 

 
 
 
 
 
 



E = Essential 
D = Desirable 
 
A = Application 
I = Interview 

 
The Yorkshire Arboretum is committed to the promotion of equality and diversity in all aspects of its 

work 
 
 
 

How to Apply 
 
Application is by curriculum vitae setting out details of your qualifications and experience to date. 
Please ensure there are no unexplained gaps in your work experience. Your CV must be accompanied 
by a letter of application (no more than two sides of A4) setting out the qualities you feel you can bring 
to the job role and how you meet the requirements of the person specification. 
 
Applications should be sent by e-mail to: director@yorkshirearboretum.org 
 
Or  
 
Dr John Grimshaw 
Director 
The Yorkshire Arboretum 
Castle Howard 
York   YO60 7BY 
 
 
Closing date for applications is 13th October 2017. 
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