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SEASONAL PART TIME
Seasonal River Warden and Assistant Lockkeeper
VACANCY PACK

This pack contains all the information you need to apply, including:

APPLICANT LETTER

Details on how to apply, plus closing date and interview date(s).
USEFUL INFORMATION 

Details on our Diversity Policy statement, how we use CVs, short listing and pre-employment checks and UK Identification requirements.
SITUATION, TERMS & CONDITIONS SUMMARY 
A summary of remuneration, terms & conditions and background to the post.
JOB DESCRIPTION 
A breakdown of the vacancy, including the purpose of the job, requirements, duties and responsibilities.
PERSON SPECIFICATION
A list of criteria that potential candidates should aim to meet.
APPLICATION FORM
Applicants are encouraged to complete electronically and return by e-mail.  Please just return the completed application form and your CV only, not the rest of this vacancy pack  
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Dear Applicant

Seasonal River Warden & Assistant Lockkeeper
Salary: £12.12 per hour  (pro rata to £22.058 per annum).

Location:  Heybridge Basin, Maldon, CM9 4RY and along the Chelmer & Blackwater Navigation  
 

Thank you for your enquiry regarding our advertised vacancy for a Seasonal River Warden & Assistant Lockkeeper.  An application form is enclosed, together with a job description and person specification.

If you require any further information about this position, please contact me.

Please complete the enclosed application electronically.  Please refer to the person specification when completing the form.  Your completed application form should clearly describe how you meet the criteria that have been identified as being necessary for this post, as this will form the basis of short listing candidates.  You are encouraged to enclose a CV, as this will be referred to for supplementary information; however, please ensure that all the questions asked on the application form are fully answered.

Completed forms should be returned by email to anthony.comber@waterways.org.uk.  Forms submitted should be in either MS Word or pdf format, as attachments to e-mails.  We will endeavour to acknowledge the receipt of all completed applications promptly.  If you do not hear from us within seven days, it is likely your submission has not been received.  The closing date for receipt of completed application forms is 9.00 a.m. on Monday 26th April 2021.  We intend to hold socially distanced interviews in person at our Paper Mill Lock premises.
As a company operating for public benefit, we try to keep our administrative costs to a minimum, so responses to all applications are made by e-mail.  Please ensure you have included a valid e-mail address with your personal details on the application form.  

We look forward to receiving your application in due course.

Yours sincerely

Anthony Comber
General Manager
Essex Waterways Ltd
Paper Mill Lock, North Hill
Little Baddow
CHELMSFORD
CM3 4BS
USEFUL INFORMATION
ESSEX WATERWAYS LTD 
Essex Waterways Ltd is a wholly owned subsidiary of The Inland Waterways Association. The Company was formed in 2005 to run, manage and maintain the Chelmer and Blackwater Navigation for public benefit.  All revenue earned by the company is re-invested in the Navigation. As a wholly owned subsidiary, the recruitment policy of Essex Waterways Ltd is compatible with that of its parent, The Inland Waterways Association, as per the policies set out below. 

CHELMER & BLACKWATER NAVIGATION
The Chelmer and Blackwater Navigation runs from Springfield Basin (Chelmsford) to Heybridge Basin, 14.5 miles to the east, dropping the water level nearly 80 feet using 12 locks, all of which are operational.  The Navigation runs through some of the most picturesque countryside of central Essex and it is Essex Waterways Ltd’s responsibility to maintain and enhance this for public benefit.

USE OF CURRICULUM VITAE (CV)

Our policy is to recruit and employ our employees based on their suitability for the work to be done.  An application form allows us to compare individuals based on like for like information and as such we do not normally accept a CV on its own without a fully completed application form.

DIVERSITY POLICY STATEMENT
Essex Waterways Ltd aims to ensure that all staff, volunteers, partners, clients, contractors, members and the public are treated fairly.  Unless it can be shown to be justified, this will be regardless of sex, sexual orientation, gender re-assignment, marital or civil partnership status, race (including colour, nationality, ethnicity, or national origin), disability, medical status, age, religion or belief, political opinion, social or economic status, or ex-offender status.

SHORTLISTING
IWA is an equal opportunities employer and we are committed to ensuring all applications are treated fairly. Applications are sought only from those eligible to work in the UK in the first instance.

All applications are subject to our short-listing process, where we only assess information provided against the Person Specification.  If you are short-listed, we will contact you and invite you to attend an interview. 

If you supply us with a valid e-mail address, we will endeavor to advise you if you have not been shortlisted.  If this is the case, please do not be discouraged from re-applying for other posts, as your skills and experience may be just what we need for our next vacancy.  We also have a number of volunteering opportunities across the organisation.

PRE-EMPLOYMENT CHECKS
All offers of employment are made subject to the following criteria:

· Proof of eligibility to work in the UK

· Proof of UK Residency 

· Minimum of two references satisfactory to Essex Waterways Ltd, one of whom should be from a recent previous employer or educational establishment.

SITUATION, TERMS & CONDITIONS SUMMARY

The Seasonal River Warden & Assistant Lockkeeper will support the lockkeeper at Heybridge Basin to cover a range of duties as outlined in the job description, as well as patrolling the whole Navigation for other duties, also outlined in the job description
The Sea Lock at Heybridge Basin is manned by a full time lockkeeper, but this post will provide support and manage the lock on days when the lockkeeper is off duty.
The Navigation can become very busy at any time of the year, but especially so during the summer and in periods of fine weather.  A substantial part of the company’s income comes from moorings and licences from a range of leisure users.  Part of the River Warden’s role is to ensure that visitors pay for their appropriate licences.

The salary offered reflects the charitable and leisure-orientated nature of the organisation. The Company, however, seeks to offer a fair remuneration and conditions:

· Salary £12.12 per hour x 7 hours per day x 5 days per week = £424.20 per week
· Pro rata to 25 days annual leave plus public holidays, based on 35 hour week 
Unpaid leave will be allowed for other reasonable holiday commitments

· Time off in lieu for any ‘out of hours’ working.

· The post is seasonal and will offered in the first instance until 30th September.  However, this may be extended by mutual agreement, and alternative work in the winter may be available for the right candidate.
· 8% Pension contribution
Job title:
Seasonal River Warden & Assistant Lockkeeper
Employer: 

Essex Waterways Ltd

Work Location:
Paper Mill Lock / Heybridge Basin

Post holder reports to:
General Manager 

Overall purpose of the job:
Essex Waterways Ltd is responsible for maintaining and operating the Chelmer and Blackwater Navigation for public benefit.  It is the River Warden’s responsibility to ensure that all users are equally able to use the Navigation and that users behave in a manner in line with the bylaws of the Navigation, checking licences and collecting payment from Navigation users. Two days each week, the River warden will support the Lock Keeper at Heybridge Basin in line with the tidal needs.  This role also includes but is not limited to:

· To check licences and collect fees due from visiting boat owners, paddle boarders, canoeists and other waterway users. 

· To patrol the Navigation, particularly heavily visited sites, and to maintain good relations with boaters and other visitors to the Navigation.

· To ensure all river users are behaving appropriately and in line with the Navigation by-laws

· To maintain security of company property, as far as possible, and to report any damage as appropriate.

· To operate the Sea Lock at Heybridge Basin for the passage of boats on appropriate tides, and to provide advice and guidance for waterway users

· To provide VHF communication with approaching vessels.  The candidate will need to hold, or obtain, a VHF operator’s certificate.

· To maintain water levels throughout the length of the Long Pond as far as is reasonably practical.

· To give the lockkeeper and administrative assistant support, including planning the lockings for the days when on duty at Heybridge Sea Lock.

· To advise on issues to keep the Navigation clear of any obstacles or debris.

· To be vigilant about the company’s boundaries and report missing marker posts and any encroachment by adjoining landowners.

· To assist the General Manager as required.

· To assist the Senior Lengthsman as required.

· To assist volunteers and contractors and work with them when instructed by the General Manager.  

· To represent the interests of the company in performing the duties. 

· To sell electric tokens to boaters and respond to their queries and requests in a timely manner within set working hours

· Any other duties deemed necessary for the safe and efficient running of the Navigation.
PERSON SPECIFICATION

We are seeking a Confident and resourceful individual with sound, demonstrable, communication and influencing skills, who can confidently converse at all levels to actively engage with the general public.    
Essential 

· SIA Licence Door supervisor or Security Guard 
· Confidence to engage with visitors and the public 
· A self-starter, able to work on their own initiative
· A good team player with a positive and flexible attitude to work.
· Physically fit as a lot of walking or cycling between locations 
· Ability to establish and maintain good professional relationships with staff, volunteers, customers and members of the public.  
· Ability to plan, organise and prioritise workload to meet deadlines. 
· Good written and verbal communication skills, numeracy, time management and the ability to work both independently and as part of a team is key.
Desirable

· English & Maths to GCSE Standard Grade or beyond  

· At least 2 years security experience 
· Some knowledge of Health & Safety      
· Experience of small boat handling 
· Experience of working within a charity or the public sector
· A good sense of humour
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APPLICATION FOR EMPLOYMENT
STRICTLY CONFIDENTIAL
	Position applied for
	Seasonal River Warden & Assistant Lockkeeper

	Location
	Paper Mill Lock, Chelmer & Blackwater Navigation / Heybridge Basin

	How did you first learn of this vacancy?


	


Identification details

(BLOCK CAPITALS PLEASE)

	Surname
	
	Dr/Mr/Mrs/Miss/Ms/Other
	

	Forenames
	

	Address
	

	
	

	
	
	Postcode
	

	Email address
	


	Home tel no
	
	Mobile tel no
	


Have you attached a CV or any other documentation to this application:  Yes / No.  If ‘Yes’, give details:
	


Qualifications relevant to this application (including technical and/or professional).

Please provide details (note that these may need to be verified on appointment)
	


Employment and Educational history

Please give details of all jobs held, including part-time and unpaid work, along with any recent education starting with your current or most recent employer (if any) and concluding with any periods of part time or full-time education.  Continue on a separate sheet if necessary.

Are you currently employed?    YES / NO

Length of notice (if any) from any existing employment

	


	Employer’s / Educational establishment full name & address
	Job title/Education Aim
Key achievements & areas of responsibility
	Length of time in job/ education
Reasons for leaving/

Final salary for employment

	
	
	


Relevant skills/knowledge/experience

You should outline below how your skills/knowledge/experience meet the requirements of the Person Specification.  You may draw on past employment and/or out of work activities.  Continue on a separate sheet if necessary.

	


Is there anything else that you would like to tell us?

Continue on a separate sheet if necessary.

	


Declaration

The information on this form will be used for recruitment and selection purposes only and if your application is successful it will form part of your employment record.  All unsuccessful applications will be destroyed within twelve months after the closing date. 

Are you eligible to work in the UK?                                                Yes / No
If it is discovered that you have given any information, which you know to be false, or withhold any relevant information your application may be rejected or any subsequent employment terminated.

I confirm that the information contained in this application form is correct.  

Signature

……………………………………….

Date

……………………………………….

