TRALEE BAY WETLANDS CO. LTD.

Position of Wetlands Centre Manager

Qualifications/Training
1. Each candidate must be of good character.


2. Each candidate shall be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service.
3. Each candidate must, on the latest date for receipt of completed applications for the office:

(a) hold a recognised degree and/or relevant postgraduate qualification in a subject relevant to the role, e.g. Business,  Project Management, Marketing, Tourism Studies, Environmental Science, Ecology, or Geography, or five years experience in  managing or supervising the operation of visitor facilities, and

(b) candidates with the degree or qualification referred to at (a) above, must have at least two years satisfactory and relevant experience at a high level in a related field.

(c) demonstrate a clear understanding of the role of managing a nature and activity visitor facility,
(d) have experience in the following areas: budget control, preparation of financial projections, preparation and implementation of marketing plans, project management, customer service, team planning, staff and volunteer management and supervision, liaising and forming partnerships with other visitor attractions, tour operators, State agencies, NGOs, community groups and other key stakeholders in the management of the centre.
(e) possess good inter-personal and communication skills, both written and verbal, and demonstrate an ability to work with, motivate and lead groups.

(f) have the ability to work unsupervised, on own initiative, and to meet deadlines.
(g) demonstrate a high level of computer literacy with competence in the use of Microsoft Office and other relevant programmes.

(h) demonstrate a strong desire to develop Tralee Bay Wetlands Centre as a “must see” visitor attraction in the south-west region.

(i) hold a full driving licence in respect of Class B vehicles in the EU Model Driving Licence (or equivalent).
4. This is a responsible administrative and supervisory position, managing the operation of the Visitor Center and other facilities including staff, volunteers and attending to the needs of daily visitors.  The manager will report to the Management Board appointed by the Tralee Bay Wetlands Co. Ltd.
Main function of the post: 

To ensure the effective operation of the Tralee Bay Wetlands Centre in line with the Company’s policies and objectives. To ensure the centre meets the visitor projections and financial targets as set out in the Centre’s business plan.
Main duties of the post:
(a) Achievement of annual performance objectives relating to the operation of the Tralee Bay Wetlands Centre including: budgeted targets (income and expenditure), visitor numbers and satisfaction ratings, trading operations and profitability, buildings, lakes and grounds maintenance, education programme participation and other key performance indicators – such objectives to be established in consultation with the Management Board. 
(b) Manage visitor admissions and the gift shop, including buying merchandise, and maintaining all financial records.  

(c) Ensure that the Wetlands Centre and its facilities are maintained to a high standard, that it is kept clean and free from litter and sustainable practices are observed.

(d) Work with the Ecologist/Assistant Manager, to plan and oversee learning, orientation and outreach programmes.

(e) Develop the profile of the Tralee Bay Wetlands Centre throughout Ireland and abroad.
(f) Develop and maintain positive relations with Tralee and Kerry tourism groups, Failte Ireland SW and Tourism Ireland in relation to the marketing and promotion of the centre.

(g) Liaising with Café Manager regarding operation and opening hours.
(h) Prepare a marketing and public relations plan capable of delivering on the projected visitor numbers from local, Irish and overseas markets.  This should include a digital marketing plan which includes the use of ezines, Facebook and Twitter pages. Training, if required, can be provided.
(i) To liaise with the Board of Directors regarding recruitment and all aspects of the management of the Tralee Bay Wetlands Centre.
(j) To be responsible for the training, motivation, and performance management of staff and volunteers.  With the Ecologist/Assistant Manager, to manage and promote volunteering opportunities and other support networks that may help the centre in both general duties and more specifically in the area of visitor engagement.
(k) Ensure that Centre Operations and staff perform to the Health & Safety standards and statutory regulations, and that all buildings and plant and equipment are maintained to an acceptable and safe standard. Ensure the safety, welfare and enjoyment of staff, work experience placements, volunteers and visitors, including the child safety policy. Ensure the risk assessment is reviewed at regular intervals during the operating season.
(l) Develop positive, mutually beneficial and constantly improving relations between the centre and the local community, state agencies and local conservation and wildlife groups.  To liaise with other attractions, Town Council officials, NPWS, tourist board staff, press and media, tour operators, school and group tour organizers.   
(m) To further develop, with the Ecologist,  techniques of engagement with visitors to the centre in relation to the following:
· The natural history of the Tralee Bay Nature Reserve and the wider north and west Kerry areas. 
· The value and conservation of Tralee Bay  and Irish wetlands in general

· The value of sustainable and “wetland friendly” living
Techniques to include walks, talks, exhibits (including wildlife), exhibit development, events and activities supported by volunteer recruitment and training; to include environmental events of national significance.
(n) Developing the centre as a hub of nature and activity tourism, and as an orientation centre for soft adventure (eg walking, cycling) and wildlife watching in the Tralee Bay and wider north and west Kerry areas. 
(o) To work with the Ecologist and NPWS conservation rangers to ensure that all aspects of animal and bird management are undertaken in line with accepted standards of animal husbandry.

(p) To ensure that all aspects of the centre’s operations are managed in accordance with the law.

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 Management Board from time to time. 
5. This is a 39 hour week, full time post with the successful applicant offered an initial contract for a period of 12 months.  The position/contract will be reviewed with the holder during month 9.  As the centre is a 7 day week operation, it will require the preparation of management rotas with the ecologist/assistant manager, involve work during some evenings, weekends and public holidays to meet the needs of the post.  
Salary: €3,000 per month paid fortnightly.
6. Selection will be by means of a competition based on an interview conducted by or on behalf of the Tralee Bay Wetlands Co Ltd.  Candidates may be shortlisted on the basis of relevant qualifications, experience and other information as set out in their application forms.  The candidates shortlisted will be invited to attend for interview.  The Company will not be responsible for any expenses incurred by candidates in attending for interview. Tralee Bay Wetlands Co. Ltd is an equal opportunities employer.
Closing Date and time for receipt of completed application forms to: The Secretary, Tralee Bay Wetlands Co Ltd, c/o Town Hall, Princes Quay, Tralee is 4.30pm on Thursday, 
26th January, 2012 .  

Interviews for short listed candidates will take place on or about 2/3 February 2012.

