
 

 
 

WORKSHOP COORDINATOR 
HERITAGE LOTTERY FUND DEVELOPMENT PHASE 
3 MONTHS fixed-term contract 
 
 

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 Workshop Co-ordinator has become available to co-ordinate a series of test 
workshops, events and activities to evaluate their effectiveness in meeting the aims and 
objectives of the “If Trees Could Talk” HLF project.  
Examples of events, activities and workshops Include: 
 

 Site history and heritage exhibition 

 Biodiversity surveys 

 Visitor trails 

 Plant and tree health workshops 

 Children’s events 

 Outreach public engagement. 

 
 

Castle Howard Arboretum Trust Job Description 

Post: Temporary Workshop Co-ordinator (minimum 12 weeks) Date June 2018 

Hours: 24 hours per week to include weekends and bank holidays 

Salary: £9.50 per hour 

Purpose of the post:  
 
To co-ordinate workshops, events and activities for the Heritage Lottery funded project “If 
Trees Could Talk” at The Yorkshire Arboretum. 
 
 
 



 
How this post fits with in the management structure of the Arboretum. 
 
 
Director 
 
 
Collection Manager 
 
      
 
Workshop Co-ordinator 
 

 Reports to the Collection Manager 

Responsibilities 
 

 Approaching and recruiting potential audiences to take part in the workshops and 

activities 

 Making arrangements for a range of groups to attend and take part in workshops and 

activities. 

 Co-ordinating workshop delivery 

 Carrying out evaluation of workshops and activities and reporting of evaluation data 

to the Collection Manager 

 Carrying out verbal and written surveys of visitors to the arboretum, collating 

feedback and reporting data to the Collection Manager 

 In liaison with the Management Team, marketing and promoting workshops, 

activities and events 

 Engaging audiences in the “If Trees Could Talk” project. 

 
 
General 

 

 Full observation of safety procedures and safety equipment as approved and agreed 

by the Trust in its health and safety manual 

 To read and be aware of the details in the Trust staff handbook 

 Attend appropriate training 

 Maintain a professional relationship with members of the public, other members of 

staff, volunteers and Trustees 

 Undertaking other duties as required by the Collection Manager, which are 

considered to be commensurate with the job purpose and grading 

 



PERSON SPECIFICATION - WORKSHOP COORDINATOR 
 

Attribute  How 
Determined 

Education 
 
A Levels and some higher education 
 

 
 

E 

 
 

Certificates 

Experience 
 
Working in a visitor attraction 
Working with a range of different groups, including members of the 
public (including children) volunteers and staff (Willing to undertake 
enhanced Disclosure & Barring checks) 
Experience of writing reports and presenting relevant information in a 
clear, concise manner. 
 

 
 

D 
D 
 
 

D 

 
 

A  I 
A  I 

 
 

A I 

Skills 
 
Competent user of MS Word, Excel, Powerpoint 
Experience in the use of social media 
 
 

 
 

E 
E 
 

 
 

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 
Ability to work independently and with minimal supervision 
 

 
 

E 
E 
E 
E 
E 
E 
E 
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E = Essential   A = Application 
 
D = Desirable   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 one side 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 
 
 
Closing date for applications is 22nd June 2018. 

 

 

 

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. 
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