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Cartographer
	Reporting to
	Head of Land and Property 


	Staff reporting
	None



	Liaison with
	Shottesbrooke staff, Surveyors, RPM’s, External contractors, external agencies and partners, and Chief Operating Officer 

	Contract 
	Fixed Term Contract 
Both part-time and full-time working will be considered. Please indicate your preference at application stage



	Location
	Shottesbrooke, White Waltham, near Maidenhead 


	Salary 
	£20,000 to £23,000 for 35 hours/week 




Summary of the role

The Cartographer is responsible for creating and maintaining the digital mapping system to provide a complete and comprehensive record of Landmark’s land and property ownership.
Duties and responsibilities

Maps

· Create detailed maps from the raw Ordinance Survey data populating them with information drawn from legal, survey, historic records/maps and general files.

· Create standard templates for map layouts.

· Work with colleagues to establish the level of detail required on each layer/type of map including grid lines, contours and spot heights
· Create a standard legend, symbols and layers that meets the needs of all users
· Set up restricted access folders to allow the data to be used by specific managers
Gardens, Grounds and Trees
· Become a master of the hand held Trimble GPS device to both up and down load data. Guide and support colleagues in its use and data collection facilities.
· Import tree survey data to system.

· Add landscaping and grass regime information including historic data

· Include woodland, orchard, water, ditches, drains, fence and access information

· When instructed gather on site data as required

Neighbours

· Add information on neighbours including contact details, land ownership boundaries and, in some cases, a narrative as to the reason for the importance of particular areas of land or people

Utilities

· Map utility routes (over and under ground), infrastructure and services from records and, if necessary, on the ground.
General Administration
· Support the mapping administrative requirement of the Operations team including: mapping and researching land issues, supporting land sales and collating and analysing data.
· Preparation of detailed maps, drawing associated plans and determining boundaries.
· Liaison with surveyors and RPMs regarding land management issues or boundary changes.
· To work with the Operations and Historic Estates team to ensure all relevant Risk Assessment, Health and Safety and Fire safety admin is kept updated and, where required, management information is compiled.

· To support the Head of Land and Property in the preparation of papers and reports for the Management Board and Trustees.

Person Specification:

Education

A level qualified or equivalent
Good standard of literacy and numeracy

Experience

Essential: Previous experience of working with mapping systems
Desirable: Experience with GIS systems
Desirable: Proven experience of liaising with internal clients
Skills

Highly organised

Strong attention to detail

Curious – able to research into unknown issues and provide sensible options

Able to juggle multiple priorities

Willing and flexible

Good telephone manner

Personable and diplomatic

Driving Licence

Other qualities and requirements

Candidates need to have an affinity with and commitment to the work of Landmark.  

TERMS OF EMPLOYMENT

Contract Duration

Fixed term contract for 12 months. 
Location

This position will be based from our Shottesbrooke offices near Maidenhead, Berkshire, and may involve occasional travel.
Salary

£20,000 to £23,000 per annum for full time work depending on qualifications and skills, paid monthly in arrears.

Working Hours

We have some flexibility of hours in this role. Full time working is 35 hours per week Monday to Friday, 9am to 5.00 pm.  We could offer this role on slightly shorter hours per day, in which case salary and benefits will be pro-rated, days working would need to be discussed as ideally would like five days a week.
Expenses
Employees will be reimbursed for reasonable expenses incurred on behalf of the organisation.

Holidays

The holiday entitlement for the full time position is 25 days per annum plus statutory holidays, increasing to 30 days per annum after 10 years’ service.  If the position is not full-time, holidays and bank holidays will be pro-rated. 

Sick Pay

For the first three months or the probationary period, whichever is longer, you will only be paid your Statutory Sick Pay entitlement.  After this you will receive full basic pay during any sickness absence up to 20 days in any 12 month period, pro-rated for part-time working.  The Statutory Sick Pay will be included in this sick pay. Where absence exceeds seven consecutive calendar days and in certain other circumstances, a doctor’s certificate will be required.

Pension Scheme

You will be auto-enrolled into Landmark’s pension scheme. 

Medical Health

Private health insurance, currently with BUPA, can be provided when you have been with Landmark for a year, pro-rata for part-time work.

Notice

During the probationary period the post will be subject to one week’s notice on either side.  A minimum of one month’s notice in writing on either side will apply after the end of the probationary period.
Health & Safety

All staff are expected to observe all health and safety at work regulations as set out by Landmark in accordance with statutory requirements.

Contract

The successful applicant will be required to sign Landmark’s Contract of Employment.
The purpose of this information is solely to help prospective employees to understand the details of Landmark’s Conditions of Employment.  It is not an offer of employment and does not form part of the Contract of Employment or the Job Description.
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