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Job Description

Job Title:


Senior Project Officer, Network Development 
Reference:


SUS2764
Salary:


£27, 255 per annum  

Hours:


37.5 hours per week
Term:                                 Fixed to 30 September 2020 (with extension 

subject to funding)
Base:



Sustrans, 123 Bute Street, Cardiff CF10 5AE
Purpose of Job:

To develop, manage and implement selected network development programmes in South Wales. This will involve co-ordinating and managing existing activities, developing new opportunities & projects, including applications for additional funding, and working in close partnership with local authorities and Sustrans staff. 
The role will also be responsible for ensuring the implementation of standard procedures and best practice, helping to expand the network to meet Sustrans Cymru’s Operational Plan.
Dimensions of job:

The implementation and development of Programmes in Wales, including the setting and managing of programme budgets, in accordance with Sustrans Cymru’s Operational Plan and the Master Plan.  They will also seek funding from additional sources and line-manage any additional officers.  The post-holder will also work in close partnership with other staff members within Sustrans Cymru and the Central Support Team, and be responsible for sharing good practice with other Sustrans staff. 
Place in organisational structure:

The post-holder will be part of the Built Environment team in Wales and report to the Programme Manager, Collaborative Design who is based in Cardiff. The post-holder will also work closely with the Built Environment team, particularly the Head of Built Environment and Network Development Managers. 

Key Relationships:

Internal:
Interim Deputy Director, Sustrans Cymru


Head of Built Environment, Sustrans Cymru


Head of Delivery & Partnerships, Sustrans Cymru


Programme Project Officer(s) / Volunteers, Sustrans Cymru 




Land & Maintenance Manager, Sustrans Cymru
 


Network Development Managers, Sustrans Cymru


GIS Mapping Manager (Bristol)




Marketing & Communications Officer, Sustrans Cymru 
Other Sustrans regional and head office staff
External:

Transport for Wales / Welsh Government 
Local authorities and partner organisations



Community groups

Funders



Members of the general public

Key responsibilities:
To oversee the smooth implementation of core activities across Wales:
1. To develop and manage selected network development programmes in Wales, including setting and achieving strategic objectives and setting and managing constituent project budgets.
2. To deliver selected elements of an emerging project portfolio working with external partners, particularly local authorities, including projects under Sustrans’ Paths for Everyone and Liveable Cities and Towns strategic initiatives.

3. To undertake project delivery including feasibility studies, concept design, community engagement and mapping in collaboration with other Sustrans teams and resources.
4. To generate, support and publicise programmes with the support of other Sustrans staff, scheduling all activities to meet the programme targets. 
5. To work with Built Environment colleagues, particularly Land & Maintenance and Area Managers, with route maintenance, maintenance schedules, route monitoring, auditing signage and access barriers.
6. To assist with the development of volunteering opportunities within Sustrans programmes.
7. To ensure good record keeping and information management is in place and that the database complies with data protection requirements.
8. To collate performance data for the Senior Management Team (SMT), Wales, including liaison with Sustrans Research and Monitoring Unit to ensure appropriate monitoring systems are put in place to record and report on activities. 
9. To liaise with other Sustrans programme co-ordinators and Sustrans staff and contribute to developing UK policy. 
10. To contribute to centrally produced resources, including UK-wide publicity and promotional materials.
11. To ensure there is a flow of frequent and good quality public facing communications, particularly on social media, to raise the profile of Sustrans services in Wales
To manage the development and expansion of Sustrans programmes in Wales:
1. To help develop funding bids to secure the expansion of programmes in Wales, following the priorities established in the Sustrans Cymru Master Plan & guided by SMT.
2. To liaise with Business Development, to manage their involvement in funding bids 
3. Liaise with staff in Wales to understand the opportunities for programme development, e.g. support Local Authorities with their Active Travel Act activities

4. To manage all correspondence and queries from current and potential funders, including the development of good quality reports, which meet requirements set by funders.

Working Conditions:

The post holder will be based at the Sustrans Cymru offices in Cardiff, but may be asked to travel across South Wales. There may be a requirement for occasional evening and weekend work and also occasional overnight stays away from home. Travel should be made by sustainable modes, including use of a bicycle for short journeys where practical.  
Special Note:

This job description does not form part of the contract of employment, but indicates how the contract should be performed. The job description may be subject to amendment in the light of experience and in consultation with the jobholder.
Compiled:

Interim Deputy Director, Wales
Date:


August 2019

Senior Project Officer, Programmes, Sustrans Cymru (SUS2764)
Person specification
	Criteria
	Essential

	Qualifications, education and training
	Educated to degree level or equivalent

	Experience
	Demonstrable experience of the successful development and implementation of transport projects/programmes
Experience of setting/managing budgets
Experience of successful partnership working with statutory and community/voluntary groups.
Experience of delivery feasibility studies and other reports under contract for clients.


	Skills and abilities
	Excellent organisational skills and experience of scheduling project activities

Excellent written and verbal communication skills, including presentation skills. 
Ability to work independently and remotely, to be confident in making key decisions, and to prioritise own workload 
Strong interpersonal skills with the ability and enthusiasm to lead and motivate others, while also working cooperatively and effectively within a team
Ability to build relationships with funders, project partners, supporters and the general public
Partnership working with local authorities, NGOs and/or local community projects

Organised and efficient, with effective time management skills with the ability to plan, prioritise and work to tight deadlines
Ability to identify and negotiate funding opportunities
High level of IT literacy 

	Knowledge
	Knowledge of environmental or sustainable transport issues and range of activities and opportunities
Knowledge of the Active Travel Act (Wales) 2013 and Wellbeing of Future Generations Act (2016)

Knowledge of broad design principles for Active Travel related infrastructure

	Other
	Committed to Sustrans values and the promotion of sustainable transport

Commitment and focus on delivering results
Personable positive outlook.


	Criteria
	Desirable

	Experience
	Specific experience of delivering active travel related projects

Experience of using GIS tools and mapping software

Experience of land negotiation and acquisition

	Knowledge
	Working with minority and under-represented groups and populations
Working knowledge of CAD/Urban design tools, such as AutoCAD, Sketchup, etc.

Understanding of sustainable transport policy in Wales

	Skills and abilities
	Spoken Welsh or willingness to learn


