Job Description

	Job Title: Tree Officer
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	Department: Neighbourhood Services
Service: Parks and Open Spaces

Section: Tree Services

Grade: G
Post reference number: TREE OFFICER-CDTREEOFF002.

	

	1. Job purpose

The Parks and Open Spaces Team are responsible for the management and maintenance of the Council’s trees and woods. The post holder will support the delivery of the Council’s Urban Forest Strategy, acting as a professional advisor and advocate for the service.


	

	2. Principal duties and responsibilities

	1. Work as part of a team to support and assist Tree Service Manager to ensure that the full range of arboricultural management and operational services is provided throughout the City through both in house operational teams and external business partners.

2. Organise and coordinate day to day administration and allocation of resources within service priorities including:

3. Monitoring and reviewing expenditure to ensure service delivery within available budgets and report pressures to Tree Service Managers.

4. Liaise with Tree Team – Projects / operational staff to ensure works are appropriately scheduled and completed to the desired standard.

5. Achieving service targets and report performance management information 

6. Dealing with queries from the public and answering arboricultural questions surrounding the obligations and policies set out by the Council

7. Liaising with contractors/in-house teams on large-scale projects for other departments within the Council.

8. Responding to emergency tree works, assessing and issuing works in a timely manor.
9. Responding to daily enquiries from citizens, visiting premises and communicating the response. 

10. Contribute to development of policies and strategies relating to trees and woodlands.
11. To Provide advice and technical and legal reports to other services/departments where works or proposals may effect trees managed by the council:-

12. Ensuring compliance with statutory obligations including advice on litigation and insurance claims.

13. Ensure compliance with the Urban Forest strategy.
14. Advise and assist in action on enforcement issues, providing advice to officers, liaising with clients and contractors, and representing the authority’s interests at public enquiries, court cases, planning appeals, etc

15. Carry out inspection of Council owned trees, assess condition, diagnose any disorders, pests or diseases affecting.  Organise and implement necessary treatment.

16. Advise on and assist in the provision of tree planting schemes
17. To develop a thorough understanding of the Urban Forest Strategy and ensure that the development and delivery of projects are consistent with its 12 aims and principles and the agreed Action Plan.

18. Prepare management plans, area based action plans and work specifications for tree work, appropriate to urban tree management, when required prepare tenders and quotes for a range of works. Undertake evaluation of tender documents as required.

19. Participate in and supervise a full survey or the Council’s tree stock and programme, maintain and manage a computer based tree management system, maintain up to date high quality relevant data including risk management, service enquiries and work management.

20. Work with business partners to deliver tree services city wide, developing performance management systems and ensuring that partners deliver services to agree service outcomes.

21. Ensure that all trees are managed in accordance with the Council’s Tree Safety Management Plan.

22. Be a Key Council representative on behalf of the trees service to liaise with businesses, schools and the general public, adhering to the high customer service standards the council expects. Dealing with enquiries and acting on work requests from the general public, Councillors, officers etc, on matters concerning trees.
23. Represent the service at meetings, working groups and on projects.  Liaise with officers and stakeholders on matters and advise relating to trees.  Carry out community liaison work and develop partnerships with a range of individuals, voluntary, private and public sector bodies, in order to further arboricultural initiatives such as new plantations, the protection of existing stock and public awareness campaigns.

24. Maintain a good knowledge of the Council’s trees, providing an information service for the public, including guided walks and talks to a range of audiences and the creation of leaflets and information relating to tree management issues.

25. Be aware of potential funding opportunities for tree related initiatives, ensuring that these are brought to the attention of management.

26. From time to time, deputise for the Tree Services Manager.

27. Participate in an out of hours routine and emergency cover rota (approx 1 week in 5), providing suitable instruction and assistance.
28. Manage the Duty to Consult legislation regarding discretionary tree removal in the adopted highway, which involves consultation with residents and then making a decision to retain or remove trees

29. Ensure recommended tree work is carried out in a cost effective manner and keep financial records for recharges.
30. To train, supervise and quality check the work of Contractors carrying out inspections and tree work

31. Manage large scale tree projects as required

32. Carry out tree inspections at Schools and Academies and create a report of recommendations including a quote for suggested work


	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder:

	1-5 Contractors

	

	7. Post holder’s immediate supervisor: Tree Manager Planning/Senior Tree Officer

	

	Prepared by/author: Rob Haque

Date: Feb 2025

	Job title: Tree Services Programme Manager



	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person Specification

	Job Title: Tree Officer



	Department: Commercial and Operations
Service: Parks and Open Spaces

Section: Tree Services

Grade: G


	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Teamwork and communication
	Strong written and verbal communication skills, including the following examples;
· Providing a high standard of written reports

· Representing the council in court and on a day to day basis
· Able to give presentations

· Deal confidently with the public and clients

· Be clear and consistent about advice

Able to manage difficult situations, including confrontation, emotive situations and challenges in dealing with clients and/or citizens.
An ability to work as a team, ensuring a seamless experience for citizens/contractors and other departments.

Able to work independent and on own initiative, with the ability to effectively prioritise work. Be able to lone work outside the office in various situations (such as visiting houses, woodlands, building sites and parks)
To negotiate with Developers regarding mitigation payments for tree removals
	
	x
	x

	x

x
	

	Supervising People and Resources
	Have a successful proven background in the supervision of people and resources, preferably supported by continuous personal development, and including experience of and the ability to:

· Effectively organise resources, including staff, vehicles, plant and materials.

· Manage, lead and be part of project teams.

· Manage difficult situations, maintaining a professional approach.

· Ability to produce quotations, tenders and funding applications.

· Ability to explain technical aspects of arboriculture to a wide audience.

· Ability to supervise, train and mentor others in work methods and safe usage of equipment.

· Develop effective working relationships and partnerships with other staff, local members, other agencies and develop community involvement.


	
	x
	
	x
	

	Technical
	Arboricultural qualification equivalent to Q.C.F Level 4 in Arboriculture 

Have a proven successful background in management of large scale tree stock spread over numerous sites, preferably supported by relevant qualifications and continuous professional development, and including:

· Background in the industry, with demonstrable experience of undertaking tree inspections, surveys, and risk management.

· A high standard of numeracy and literacy, including the ability to accurately record and evaluate information of a technical or statistical nature.
· Detailed knowledge of arboriculture with experience of applying related legislation, and the willingness to maintain an up to date knowledge in these areas.

· Knowledge of health and safety relevant to arboriculture, including working at heights and with a range of power and hand tools.

· Ability to contribute idea to the development and maintenance of the City Councils Urban Forest Strategy for urban tree management and specialist woodland sites.

· Experience of and ability to prepare management plans and work specifications.

· Ability to develop a variety of planting and promotional initiatives.
· Use computerised map based survey equipment and various MS Office IT Packages to maintain the sections IT records and prepare reports.

· Be able to programme and maintain our database for recording Health and Safety information 

· Keep a track of budgets and recharges for tree work and mitigation payments

· Keep up to date with legislation such as ‘Duty to consult’ and ‘Biodiversity Net Gain’ and help create a policy and implement it with the public and Developers.

· To carry out investigations regarding tree vandalism/ damage and pursue Enforcement action
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	Equality and customer care


	Experience of delivering a high standard of Customer care, responding to service request and complaints in an appropriate manner.

Understanding of and commitment to, the Council's Equal Opportunities Policy.

Ability to ensure that services reflect local area needs.
	
	x

x

x
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x

x
	

	Work Related Circumstances


	Hold a current UK driving licence and provide a suitably insured motor vehicle for the performance of duties.

The ability to deal with difficult site conditions.  This may involve uneven terrain.

Willingness and ability to vary hours of work to suit operational needs, including attendance at emergency situations in and out of normal working hours.

Be willing to attend training course relevant to your position.

Willingness to comply with the City Council's non-smoking policy.
	
	x

x

x

x
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	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	


4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 








