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Post Title:	Apprentice Tree Preservation Officer
Grade:	A - H

Job Purpose

To support the Tree Preservation Officer(s) and Planning service by helping to protect and enhance Nottingham’s tree resource through supervised arboricultural administration, site-based learning, record keeping and first-draft technical work. The postholder will contribute to the Council’s statutory tree protection responsibilities (including TPOs and Conservation Area trees) and provide customer-focused support to residents, councillors, developers and colleagues, while completing an agreed arboriculture-related apprenticeship programme.

To promote the Council’s vision, values, aims, objectives, and priorities actively and effectively, putting our citizens first through the delivery of best value services.  


 Individual Leadership Expectations
[bookmark: _Hlk98166142]
As an Officer of the Council, you will be expected to demonstrate our core behaviours,
linked to the following four themes:

· Individual Leadership: by putting our citizens and customers first, delivering against your objectives, helping to set direction, and putting forward ideas for improvements.

· Equality Diversity & Inclusion: by ensuring we consider the needs of all NCC citizens in our work, show respect for others, upholding and adhering to the Council’s Code of Conduct. 

· Change & Innovation: by being creative, delivering change when needed, sharing problems, and helping to bring forward suggestions for improvements.

· Collaboration: by working well with others, identifying the needs of colleagues and others to deliver great services and by being a good communicator who works well with a range of audiences.

Specific Duties  

1. Actively promote and embed Equality, Diversity, and Inclusion through all actions and in accordance with the organisation’s EDI strategy and objectives.

2. Contribute to our corporate responsibility in relation to climate change by taking action and limiting the carbon impact of activities within your role and championing this work.  

3. Tree protection (TPO / Conservation Areas)
a. Assist with processing TPO applications and Conservation Area notifications: registering requests, checking information completeness, acknowledging submissions, and preparing case files. 
b. Undertake supervised site visits to observe and progressively carry out basic inspections (e.g. identifying species, recording dimensions/condition indicators) and compile notes and photographs for the supervising officer. 
c. Maintain and update GIS / tree records (e.g. mapping protected trees, uploading site visit notes, tracking deadlines, maintaining accurate registers). 
d. Support preliminary work for new TPOs (e.g. collating background, mapping, drafting consultation lists, assembling evidence packs), with final decisions made by qualified officers. 
4. Planning support
a. Assist qualified officers by screening planning applications for tree implications, collating constraints (designations, proximity), and requesting missing arboricultural information from applicants/agents using template correspondence. 
b. Learn to interpret and quality-check BS5837-style submissions (tree survey schedules, constraints plans, AIA/AMS/TPP) and produce first-draft comments for officer review. 
5. Customer and stakeholder engagement
a. Respond to routine enquiries from residents, councillors and stakeholders (e.g. “is the tree protected?”, “how do I apply?”) using standard guidance; escalate complex or contentious issues to the supervising officer. 
b. Support consultation activity for TPOs (e.g. letter drafting, logging representations, scheduling follow-up). 
6. Enforcement support (trees)
a. Assist with initial triage of alleged unauthorised works to protected trees: log reports, gather basic evidence (photos, location, relevant history), and prepare information for officer decision on next steps. 
7. Report writing and professional development
a. Draft straightforward letters, site visit summaries and first-draft internal notes/reports for review; progressively develop report-writing for planning cases and tree protection decisions. 
b. Complete an agreed apprenticeship and training plan (day release/portfolio), building competence in tree legislation, inspections, customer service, GIS, and planning interface. 

Numbers and grades of any staff supervised by the post holder:
None


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. 

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.


Produced by Head of Development Management
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	Job title: Apprentice Tree Preservation Officer




	AREA OF RESPONSIBILITY
	REQUIREMENT
	MEASUREMENT

	
	
	A
	AC
	D

	
Individual Leadership  

	Takes personal accountability for own development.
	
	
	

	
	Drive and motivation, ability to deliver against challenging objectives.
	
	
	

	
Change and Innovation 

	Confidence and ability to put forward ideas for change.
	
	
	

	
	Ability to be creative, to be able to identify problems and work to create solutions.
	
	
	

	Collaboration 
	Evidence of working successfully in partnership across different sectors, building and maintaining good working relationships.
	
	
	

	
	Evidence of actively working with others to improve collaboration internally and externally.
	
	
	

	Equality, Diversity, and Inclusion 
	An understanding of why it’s important to consider equality, diversity, and inclusion in all that we do.
	
	
	

	
	Demonstrating personal commitment to the equality, diversity and inclusion challenges faced by our workforce and Nottingham’s people.
	
	
	

	Technical Skills and Knowledge 

	Commitment to enrol on and complete a significant arboriculture-related course (commonly Level 4 Arboriculturist or similar), including off-the-job learning and end-point assessment
	
	
	

	
	Interest in trees, the built environment, and public service; willingness to work both in office and on site.
	
	
	

	
	Good communication skills (clear, polite, confident) and the ability to deal with members of the public appropriately.
	
	
	

	
	Basic IT skills and ability to learn record systems (case management, GIS, document handling).
	
	
	

	
	Ability to organise workload, meet deadlines, and take responsibility for learning and development.
	
	
	

	
	Willingness/ability to travel to sites across the city (and to training provider as required).
	
	
	

	
	Some relevant practical experience (volunteering/work) in arboriculture, conservation, grounds/tree work, or environmental services. (desirable)
	
	
	

	
	Awareness of tree protection concepts (TPOs, Conservation Areas) and/or the planning system.
	
	
	

	Qualification requirement

	Driving licence (desirable)
	
	
	

	A - Application
	AC – Assessment Centre
	D – Documentary
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