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Job Description

Job Title:
Evaluation Support Officer, Research & Monitoring Unit
 Reference:

SUS2771
Salary:


Grade E:  £21,947 per annum
plus a London Weighting allowance of £3,995pa
Hours:


37.5 hours per week

Contract:

Permanent
Base:
Sustrans offices in London
Job Purpose:

To ensure that the Research & Monitoring Unit (RMU) can meet its mission to provide evidence on sustainable and active travel that is transparent and authoritative and which influences and shapes policy, practice and behaviour across the UK.
The post holder will support the delivery of RMU projects by undertaking a range of project tasks, including: data collection, analysis, research, quality assurance and reporting as required. With the appropriate support the post holder will also take on the management of smaller projects. 

Place in Organisation Structure:

The post holder reports to a Senior Evaluation Officer or Evaluation Manager.
Key Relationships:

Internal:
Evaluation Manager

Senior Evaluation Officer


Research and Monitoring Unit team
Director of Insight

Other members of the Central Operations team

London Collaborative Design team

Other Sustrans delivery teams, as required

External:
A range of clients, funders and partner organisations, including central and local government
Other evaluation delivery agents, including consultants, academics, other third sector organisations

Community groups, general public and project beneficiaries
Key Responsibilities:

Delivery of projects

· To support the RMU team in the delivery of high quality monitoring, evaluation, research and analysis (including economic appraisal) work on a wide range of projects
· To lead or coordinate quantitative and qualitative data collection
· To support the delivery of innovative and meaningful community engagement activities, where relevant 
· To undertake or quality assure the analysis of both quantitative and qualitative data

· To contribute to or write reports and quality assure reports produced by others 

· To undertake desk-based research and compilation of secondary evidence to support projects and RMU learning

· To provide assistance on project management on a wide range of projects, including project set up and ongoing project governance 

· To manage smaller projects as required and when delegated by other RMU team members
· To manage relationships with selected partners, sub-contractors and colleagues as necessary to ensure successful project delivery

· To coordinate or manage the use of RMU databases and monitoring tools

· To undertake support work as required by RMU team members 

· To collaborate within the RMU and across Sustrans teams to meet wider Sustrans aims
Team/Sustrans development
· To take ownership of tasks that improve systems and processes within both the RMU or across Sustrans
Business development:
· To contribute to the development of project proposals and bids and participates in bid writing for projects at the direction of own line manager
· To contribute towards the development of new ideas and innovative strategies for product development, marketing, branding, or business opportunities

Communication and marketing:

· To support and comply with the charity’s guidance on branding, tone of voice and key messages, positively contributing towards raising Sustrans’ profile 
Training and personal development:
· To attend essential Sustrans training as required by the Charity
· To ensure own personal development by working to objectives set as part of the Charity’s appraisal process

Health and safety and safeguarding:
· To support and comply with the organisation’s policies for the management of Health and Safety
· To proactively encourage and ensure a positive health and safety culture for all activities on Sustrans and RPL land

· To support and comply with the organisation’s policies for the management of safeguarding.

Other:
· To undertake any other duties consistent with the nature and grade of the role as agreed with the line manager
Working conditions:

The post holder will live close to the nominated office base although there may be opportunities to work from home at times. Overnight stays away from home may be necessary when participating in projects away from their designated base. Occasional weekend and late working may be required with time off in lieu. The post holder must be prepared to walk, cycle or use public transport for the majority of work journeys.
Special Note:

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

Compiled by:


Central Operations Director
Date:



October 2019


Evaluation Support Officer, Research & Monitoring Unit (SUS2771)
Personal specification:
	Criteria
	Essential

	Qualifications, education and training
	Good standard of education and / or previous experience (included voluntary) in a related field 

	Experience
	Experience of quantitative and/or qualitative data analysis
Experience of assisting in the writing of reports
Experience of planning and prioritising own workload



	Skills and abilities
	Strong analytical skills, particularly in quantitative and/or qualitative data collation and analysis 

Good numerical skills 
Excellent written and verbal communication skills
Ability to contribute to the production of reports

Ability to plan and prioritise own workload
Ability to work flexibly, as part of a team 
Good level of IT literacy, including Microsoft Office (particularly Excel) and databases


	Knowledge
	Understanding of best practice in a range of qualitative and quantitative data capture methodologies
Understanding of approaches to quality assuring analysis and reporting

Understanding of approaches to evaluating projects


	Other
	Committed to the promotion of sustainable & active travel



	Criteria
	Desirable

	Qualification:
	Training and/or qualification (formally or through extensive experience) to undertake statistical calculations using computer software (Excel equivalent to Level 3, R, or other programmes)



	Experience
	Experience of managing a small project or discrete tasks within a project as part of a project team

A track record of working or communicating regularly with external partners

Experience with evaluation of behaviour change or infrastructure projects (particularly those related to local, active or sustainable transport)
Experience with analysing physical activity and active travel data

	Knowledge
	An understanding of monitoring tools and methods suitable for assessing impact of active travel and community-based interventions
An understanding of contemporary transport issues


