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WORLD HERITAGE UK    
 
World Heritage UK: Secondment opportunity 
Development Officer 
 

Introduction 
World Heritage UK (WH:UK) is a new, independent, Site-led organisation that aims to represent the needs 
and aspirations of the UK World Heritage community.  It is hoped the organisation will be the voice of 
World Heritage in the UK, both in terms of advocacy and promotion, and the enabling body to bring 
together the many different and sometimes disparate groups who have the shared interest of World 
Heritage, to better jointly look after the UK’s Sites, and help the UK meet its obligations under the UNESCO 
1972 World Heritage Convention.   
 
In terms of differentiation within the sector, it will be the only organisation exclusively focused on World 
Heritage in the UK, and the only one that is led by the Sites themselves, reflecting a community-driven 
approach that has proven effective at many Sites and which is favoured by UNESCO.  More details can be 
found at www.worldheritageuk.org  
 

World Heritage UK’s Vision and mission 
 

Vision: The United Kingdom will have a coherent approach to World Heritage Sites, which will be better 
known and understood, and supported through sustainable funding so that their Outstanding Universal 
Values can provide inspiration, learning and enjoyment for society. 
 
Mission: Raise the profile and secure the future of UK World Heritage Sites by advocating for support and 
resources, promoting the Sites values, and facilitating networking, training and sharing of good practice. 
 

Further context 
The UK's World Heritage Sites are outstanding, but undervalued national assets for culture, education, the 
environment and the economy.  Many are poorly known, their importance and potential overlooked, and 
at a national level, the UK does little to collectively recognise and promote its Sites.  World Heritage UK 
wishes to change this.  We aim to raise the profile of World Heritage at home and abroad, lobby for 
support, resources and policy change and exchange expertise and good practice, and link culture with 
nature. Importantly, we also wish to bring together all the agencies and interested parties to better look 
after the UK’s World Heritage Sites for future generations.  World Heritage UK is currently waiting on an 
application from the Charity Commission for Charitable Incorporated Organisation (CIO) status. 
 

 

Role 
 
World Heritage UK has an exciting opportunity for an organised and dynamic individual with an interest in 
World Heritage to help bring a new, national membership organisation to life.   
 
We are looking for someone to work with World Heritage UK’s Board and Members on a part time basis to 
start to develop the organisation’s systems, build membership, manage events, develop the online 
presence, undertake research, develop funding proposals and assist widely with administration.  The UK’s 
World Heritage Sites are a unique range of outstanding properties from the Giant’s Causeway and the 
Jurassic Coast to the City of Edinburgh and the Edwardian Castles of North Wales.  This would be ideal 
experience for someone who is interested in moving into this sector, and who has a vision for how this role 
could be developed further. 

 

http://www.worldheritageuk.org/
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Job description 
 

1. To assist the Board with the development and delivery of the annual events programme, including 
the annual conference 

 

2. To assist in the smooth operation of the Board and WH:UK meetings including the preparation of 
agendas, circulation of papers and taking of minutes 

 

3. To be responsible for office management and administration, including the establishment and 
maintenance of digital databases, records files 

 

4. To enrol new Members, send out member packs, keep up to date the membership data base, and 
support the treasurer in issuing renewal notices 

 

5. To promote WH:UK as the main representative body for World Heritage Sites in the UK, including 
representation at events and conferences, as required 
 

6. To provide information for the membership at an appropriate level 
 

7. To assist in the preparation and despatch of press releases, reports and PR material 
 

8. To assist the Board in the monitoring of progress and ensuring that timetables for key tasks are met, 
including reports for the AGM and to the Charity Commission and the LGA 

 

9. To assist the Board with the preparation of business plans 
 

10. To maintain, keep up-to-date and enhance the WH:UK website www.worldheritageuk.org and to use 
Facebook and Twitter if appropriate and practical 

 

11. To assist the Board and Members with undertaking policy research, and with the preparation and 
submission of responses to government and UNESCO policy consultations, as required 

 

12. To assist the Treasurer with the annual budget 
 

13. To respond to general enquiries about World Heritage UK, and World Heritage more generally 
 

14. To undertake any other appropriate task at the request of the Trustees 
 

  

http://www.worldheritageuk.org/
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Person Specification 
 

The broad specification of the person we are looking for includes the follows characteristics: 
 
Qualifications 
 

No specific qualifications are required, but higher education or other qualifications in a related field 
would be an advantage 

  
Knowledge 
 
 

An understanding of World Heritage or a heritage-related discipline will be beneficial  
 

An understanding of how small organisations or charities function would be an advantage 
 

An understanding of policy research and advocacy techniques would also be advantageous 
 
Skills and experience 
 

Excellent written and spoken communication skills are essential 
 

Excellent administration and organisational skills are essential, including database use and 
management 
 

IT skills, particularly in Office software are also essential 
 

Experience of managing  meetings / events / conferences etc is desirable 
 
Some experience with Wordpress or other Content Management Systems, would be an advantage 
 

Some accounting skills and experience of working with the Media and writing press releases would 
also be an advantage 

 
Other criteria 
 

To be self-motivated, able to work proactively on their own initiative. 
 

The ability to travel to meetings and events in different parts of the country 
 

Practical details 
 
At this stage we are advertising this opportunity as a 2-3 days per week secondment for an initial 6-9 month 
period.  Terms and conditions, including hours, length of secondment, remuneration and expenses would 
be negotiated with the existing employer.  WH:UK will reimburse the existing employer accordingly. 
 
As a secondment, we would expect this person to undertake this work in their own normal place of work, 
but spending days or part-days with the WH:UK Board members, in particular the Chair, Vice-Chair, 
Secretary and Treasurer.  To that end, location in the South West of England would be an advantage but 
not essential.  As a secondment, the post would be supervised by the Chair, with input from other 
members of the board as appropriate.   The line management arrangements would depend on the nature 
of the secondment.   
 
To apply, please email a CV with a cover letter stating why you want to undertake the role and how you fit 
the person specification to job@worldheritageuk.org by May 31st  2015. 
 
For a conversation about the role before, please first email: gill.clarke@worldheritageuk.org  
or sam.rose@worldheritageuk.org  
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