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The Wildlife Information Centre 
 
 

Information for potential Directors 
 

1. The Wildlife Information Centre (TWIC) is the biological records centre for the 
Lothians and Scottish Borders.  We provide an objective independent wildlife 
information service through a ‘one-stop shop’ for users from all sectors.  The 
Centre also provides a focus for biological recording, and is working in a range of 
ways to increase our knowledge of the wildlife of the Lothians and the Scottish 
Borders. 

2. The Wildlife Information Centre has been an independent company since 2002 
and is managed by a Board of Directors. As a young and innovative company 
TWIC is determined to provide accurate and comprehensive wildlife data to 
anyone who needs robust biodiversity information to base their decisions on.  We 
believe that the availability of wildlife data services such as we deliver is essential 
to ensure that the environment can be protected through supporting those who 
have to implement their biodiversity duty.  We are negotiating with neighbouring 
councils about expanding the area we are covering and finding the right Centre 
Manager is key to making this happen. 

3. The Centre gathers biological records from a wide range of organisations and 
individuals, particularly working with voluntary recording groups and individual 
recorders, to compile as complete a record as possible of the area’s wildlife.  We 
coordinate biodiversity recording excursions across the area, coordinate 
volunteers to target priority areas for data collection and organise Recorder 
Forums and training workshops every year.  The quality and relevance of data is 
critical and targeting data collection and increasing recorder’s skills is a very high 
priority for TWIC. 

4. The data received are validated and computerised for future analysis and for the 
development of services for our customers.  We store the data using the UK 
standard Recorder 6 software and ArcView GIS.  We use Access as a key 
database in manipulating data and frequently need to develop new methods for 
analysing and extracting data. 

5. We supply data to our customers as GIS layers, data reports and user-specified 
reports and have developed a strong reputation for leading the way in developing 
new practical approaches to solving real data analysis problems.  TWIC routinely 
screens planning applications against biodiversity criteria for four local authorities 
and manages the Local Biodiversity Sites System for all five of our local 
authorities.  We collate and analyse data for partners across a wide of subject 
areas. 

6. The Centre is funded from charges made to customers for services and a grant 
from Scottish Natural Heritage to support our development.  The Centre has 
Service Level Agreements with all our local authorities and with Scottish Natural 
Heritage.  The Centre also does substantial work providing data and information 
for consultants and other bodies, providing data to support their decision making 
processes. 

7. TWIC is based in Vogrie Country Park (some 15 miles south of Edinburgh), and 
employs three full-time members of staff, plus temporary project staff and 
volunteers.  Details of the Centre and the work we do are given on our website 
www.wildlifeinformation.co.uk.
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THE WILDLIFE INFORMATION CENTRE 
JOB DESCRIPTION 

 

Job Title: TWIC Director 

 

Purpose of this Job 

To oversee the strategic direction of The Wildlife Information Centre and to ensure 
that the appropriate policies and programmes are developed and implemented.  In 
particular, Directors are responsible for meeting the Centre’s legal obligations and 
establishing and implementing financial and personnel policies.  The Directors work 
collaboratively as a team and all responsibilities are shared. 

Main Responsibilities 

1. Act as a company director for TWIC, managing the company’s affairs in 
accordance with its articles of association and the law. 

2. Ensure that statutory documents are delivered to Companies House as and 
when required including accounts, annual returns, notice of change of 
directors and any resolutions passed by the company.  Further details of 
these duties are available from Company’s House  
www.companieshouse.co.uk 

3. Act as a member of the Board of Directors of about six people to oversee the 
strategic and operational management of TWIC.  

Job Specification  

1. Board meetings are normally held quarterly, usually at the Centre’s offices and 
Directors are expected to attend all meetings wherever possible.  Regular 
absence from meetings can be cause for removal from the post. 

2. Occasional attendance at other meetings within Scotland or the UK may be 
required on Centre business. 

3. Directors are not paid for their work for the Centre. 

4. Directors will be encouraged to volunteer to carry out other project work for the 
Centre but this is not a requirement of the post. 

5. Directors may claim travel expenses for attending meetings on behalf of the 
Centre and any other out of pocket expenses during their work for the Centre 



TWIC Job Description: TWIC Directors Page 3 of 3 

 

Person Specification 

Skills 

One or more of the following skills is required: 

� Bookkeeping, accounting and financial management 

� Negotiation skills, including customer liaison 

� Business development and management 

� Staff management 

� Strategic development 

Knowledge 

Substantial knowledge of one of more of the following areas is required: 

� biological recording in Scotland and the UK 

� wildlife of the Lothians and/or the Borders 

� data management issues 

� policies, legislation and organisations affecting Scotland’s wildlife 

� legal and practical issues affecting the management of small businesses 

Experience 

Experience of one of more of the following areas is required: 

� managing biological data 

� biological recording 

� working with volunteers 

� managing a business 

� personnel management 

� financial management 

Personal Qualities 

TWIC Directors will need: 

� an ability to work well as part of a team 

� an ability to communicate effectively with a wide range of different individuals 

� a mature and professional approach to work 

� an ability to manage conflicts of interest effectively 

 

 

If you are interested 

If you are interested then please email the TWIC Chair, Dr Alastair Sommerville, on 
alastair@wildlifeinformation.co.uk 


