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Job Description

Job Title:

Senior Evaluation Officer, 



Research & Monitoring Unit

Reference:

SUS2772
Salary:                     Grade G:  £27,255 per annum
Hours:


37.5 hours per week

Contract:

Permanent
Base:


Sustrans offices in Cardiff
Job Purpose:

To ensure that the Research & Monitoring Unit (RMU) can meet its mission to provide evidence on walking and cycling that is transparent and authoritative and which influences and shapes policy, practice and behaviour across the UK. 
The post holder will oversee and supervise the delivery of a range of monitoring, evaluation, analysis and research projects within the RMU. They will line manage members of the RMU team and provide direction and support to others. They will manage the delivery of high profile projects and take the lead on both internal and external relationship management.

Place in Organisation Structure:

The post holder will report to an Evaluation Manager in the RMU and will line manage a small number of Evaluation Officers and Evaluation Support Officers.
Key Relationships:

Internal: 
Evaluation Manager
Quality Manager

Evaluation Officers

Evaluation Support Officers

Director of Impact
RMU Team

Director of Insight

Other members of the Development directorate
Sustrans Wales (Cymru) team 
Sustrans’ regional teams

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

Key Responsibilities
Delivery of projects:
1. To design, manage and deliver monitoring, evaluation, analysis (including economic appraisal) and research projects from conception through to reporting, deriving insight and identifying opportunities for communication to maximise impact.
2. To manage a programme or portfolio of work, ensuring that projects are delivered to a high quality, on time and within budget, performing the role of Project Director or Project Manager (according to scale of project, profile, complexity or risk level).
3. To conduct, oversee or commission the elements needed to deliver evaluation and research projects (e.g. data collection, statistical analysis, reporting etc.).
4. To be responsible for project budgets associated with their projects, including negotiating/agreeing budgets, financial management and invoicing.

5. To be part of the management group within the RMU, supporting the effective delivery of projects across the team’s portfolio.
6. To collaborate with the RMU’s senior management on the strategic development of the RMU.

7. To advance the development of analytical, monitoring, evaluation and research capability within the RMU, ensuring our methodologies are fit for purpose and taking an overview role on a number of key research, evaluation and monitoring themes within the RMU.
8. To share best practice, learning, knowledge and skills internally and externally (via training and/or other methods).

9. To manage external partnerships and contracts.

10. To work with Sustrans regional teams to ensure delivery of successful, projects and support project design, business development, advocacy and partnership work.
11. To collaborate within the RMU and across the organisation to meet wider Sustrans aims.
People management:
12. To line manage a small group within the RMU, supervising their workload, developing their abilities and having oversight of their capacity.
13. To manage, develop, coach and train team members by setting clear objectives and monitoring performance to maximise their potential.
14. To work with HR to ensure that training and development of staff is planned effectively and in line with business need.
Team/Sustrans development:
15. To take ownership of projects that improve systems and processes within both the RMU or across Sustrans.

Business development:
16. To contribute to the development of project proposals and bids and participates in bid writing for projects at the direction of own line manager. 
17. To contribute toward the development of new ideas and innovative strategies for product development, marketing, branding, or business opportunities.

Communication and marketing:

18. 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:
19. To attend essential Sustrans training as required by the Charity.
20. To ensure own personal development by working to objectives set as part of the Charity’s appraisal process.
Health and safety and safeguarding:
21. To support and comply with the organisation’s policies for the management of Health and Safety.
22. To proactively encourage and ensure a positive health and safety culture for all activities on Sustrans and Railway Paths Limited land.
23. To support and comply with the organisation’s policies for the management of safeguarding.

Other:

24. 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:


Development Director
Date:



October 2019
Senior Evaluation Officer, Research & Monitoring Unit (SUS2772)
Person specification: 
	Criteria
	Essential

	Qualifications, education and training
	Either to degree level in a relevant subject or previous experience in a related field.

	Experience
	A track record of scoping, designing and budgeting projects.
Demonstrable experience in project management and delivery to deadline and within budget.
Experience of a wide range of qualitative and quantitative research methods.
Experience of overseeing project teams and / or line management.
Experience with evaluation and monitoring of behaviour change or infrastructure projects (particularly those related to local, active or sustainable transport).
Experience of developing and maintaining partner or client relationships.

	Skills and abilities
	Strong analytical skills in quantitative and qualitative data collation and analysis.
Ability to plan monitoring and evaluation projects including logic frameworks, selecting and developing methodologies and determining resources required.
Excellent communications skills (general, written, verbal) and ability to produce clear, accurate reports that present technical information to non-technical audiences.
The ability to assess your own and others outputs critically to ensure quality.
Proven strategic capabilities; able to think creatively, solve problems and to re-assess activities to ensure they are fit for purpose.
Ability to work under pressure and with limited supervision (self-starter).
Ability to manage and motivate people.
Ability to work flexibly, as part of a team.
Excellent numerical skills.
Excellent level of IT literacy, including Microsoft Office (particularly Excel) and databases.


	Knowledge
	Understanding of best practice in monitoring and evaluation techniques.
A clear understanding of monitoring tools and methods suitable for assessing impact of active travel and community-based interventions.
Understanding of issues that can arise with regards to data collection including data protection.

	Other
	Committed to the promotion of sustainable & active travel.


	Criteria
	Desirable

	Experience
	Training and/or qualification (formally or through extensive experience) in statistical analysis and associated programmes (e.g. Excel, R etc.).
Familiarity with the World Health Organisation’s Health Economic Assessment Tool (HEAT) and Department for Transport’s appraisal guidance (WebTAG).
Experience in economic assessment of active and sustainable transport schemes.
A track record of successful working with local authority partners, especially in traffic monitoring, and/or workplace experience of managing client relationships.
A track record of securing funding for new initiatives.
Direct line management experience.

	Knowledge
	An understanding of non-motorised traffic monitoring tools and methods.
Knowledge of transport and health appraisal frameworks and guidance.
An interest in and excellent understanding of contemporary transport issues.


Disgrifiad Swydd
Teitl Swydd:

Uwch Swyddog Gwerthuso, 




Uned Ymchwil a Monitro
Cyfeirnod:

SUS2772

Cyflog:                    Graddfa G:  £27,255 y flwyddyn
Oriau:


37.5 awr yr wythnos 
Cytundeb:

Parhaol
Lleoliad:

Swyddfeydd Sustrans yng Nghaerdydd
Diben y Swydd:

Sicrhau bod yr Uned Ymchwil a Monitro (Research & Monitoring Unit/RMU) yn gallu cyflawni ei waith o ddarparu tystiolaeth ar gerdded a beicio sydd yn dryloyw ac yn awdurdodol, ac sy’n dylanwadu ar ac yn llywio polisi, arfer ac ymddygiad ledled y Deyrnas Unedig. 

Bydd deiliad y swydd yn goruchwylio darpariaeth amrywiaeth o brosiectau monitro, gwerthuso, dadansoddi ac ymchwil o fewn yr RMU. Bydd yn rheolwr llinell ar aelodau o dîm yr RMU ac yn rhoi arweiniad a chefnogaeth i eraill. Bydd yn rheoli darpariaeth prosiectau uchel eu proffil ac yn arwain ar reoli a chynnal cysylltiadau mewnol ac allanol. 

Safle yn Strwythur y Mudiad:

Bydd deiliad y swydd yn adrodd i Reolwr Gwerthuso yn yr RMU ac yn rheolwr llinell ar nifer fach o Swyddogion Gwerthuso a Swyddogion Gwerthuso Cynorthwyol. 
Cysylltiadau Allweddol:

Mewnol: 
Rheolwr Gwerthuso
Rheolwr Ansawdd
Swyddogion Gwerthuso 
Swyddogion Gwerthuso Cynorthwyol 

Cyfarwyddwr Effaith
Y Tîm RMU 

Cyfarwyddwr Dirnadaethau 
Aelodau eraill o’r tîm cyfarwyddo Datblygu 
Tîm Sustrans Cymru

Timau rhanbarthol Sustrans

Allanol:
Amrywiaeth o gleientiaid, arianwyr a mudiadau partner, yn cynnwys llywodraeth ganolog a lleol yng Nghymru
Asiantau eraill sy’n darparu gwerthuso, yn cynnwys ymgynghorwyr, academyddion, a mudiadau eraill yn y trydydd sector 
Cyfrifoldebau Aallweddol
Darparu prosiectau:

25. Dylunio, rheoli a chyflawni prosiectau monitro, gwerthuso, dadansoddi (yn cynnwys arfarnu economaidd) ac ymchwil, o’u dyfeisio i lunio adroddiadau arnynt, gan ddirnad canlyniadau a chanfod cyfleoedd ar gyfer cyfathrebu i fwyhau’r effaith.
26. Rheoli rhaglen neu bortffolio o waith, gan sicrhau bod prosiectau’n cael eu cyflawni i safon uchel, ar amser ac o fewn y gyllideb, gan berfformio rôl Cyfarwyddwr Prosiect neu Reolwr Prosiect (yn ôl graddfa, proffil, cymhlethdod neu lefel risg y prosiect). 
27. Cynnal, goruchwylio neu gomisiynu’r elfennau sydd eu hangen i gyflawni prosiectau gwerthuso ac ymchwil (e.e. casglu data, dadansoddiad ystadegol, adrodd, ayyb).

28. Bod yn gyfrifol am gyllidebau prosiectau sy’n gysylltiedig â’u prosiectau, yn cynnwys trafod/cytuno cyllidebau, rheoli ariannol a chodi anfonebau. 
29. Bod yn rhan o’r grŵp rheoli o fewn yr RMU, yn cefnogi darpariaeth effeithiol prosiectau ar draws portffolio’r tîm.

30. Cydweithio ag uwch reolwyr yr RMU ar ddatblygiad strategol yr RMU.

31. Datblygu galluedd dadansoddol, monitro, gwerthuso ac ymchwil o fewn yr RMU, gan sicrhau bod ein methodolegau’n addas i’w diben, a chymryd rôl oruchwyliol ar nifer o themâu ymchwil, gwerthuso a monitro o fewn yr RMU.

32. Rhannu arfer gorau, yr hyn a ddysgwyd, gwybodaeth a sgiliau yn fewnol ac yn allanol, (trwy hyfforddiant a/neu ddulliau eraill).

33. Rheoli partneriaethau a chysylltiadau allanol.

34. Gweithio gyda thimau rhanbarthol Sustrans i sicrhau bod prosiectau’n cael eu cyflawni’n llwyddiannus, cefnogi dylunio prosiectau, datblygu busnes, gwaith eirioli a phartneriaethau.

35. Cydweithio o fewn yr RMU neu ym mhob rhan o’r mudiad i gyflawni nodau ehangach Sustrans.
Rheoli pobl:

36. Bod yn rheolwr llinell ar grŵp bach o fewn yr RMU, yn goruchwylio eu llwyth gwaith, yn datblygu eu galluoedd ac yn cynnal trosolwg o’u capasiti.

37. Rheoli, datblygu a hyfforddi aelodau o’r tîm trwy osod amcanion clir a monitro perfformiad i wneud y mwyaf o’u potensial.

38. Gweithio gydag Adnoddau Dynol i sicrhau bod hyfforddiant a datblygiad staff yn cael ei gynllunio’n effeithiol ac yn unol â’r anghenion busnes.

Datblygu Tîm/Sustrans:

39. Cymryd perchnogaeth dros brosiectau sy’n gwella systemau a phrosesau o fewn yr RMU ac ym mhob rhan o Sustrans.

Datblygu busnes:
40. Cyfrannu at ddatblygu cynigion a cheisiadau am brosiectau a chymryd rhan mewn ysgrifennu ceisiadau prosiectau dan arweiniad y rheolwr llinell.
41. Cyfrannu at ddatblygu syniadau newydd a strategaethau arloesol ar gyfer datblygu cynnyrch, marchnata, brandio neu gyfleoedd busnes.

Cyfathrebu a marchnata:

42. Cynnal a chydymffurfio â chanllawiau’r elusen ar frandio, tôn llais a negeseuon allweddol, gan gyfrannu’n gadarnhaol tuag at godi proffil Sustrans.
Hyfforddiant a datblygiad personol:

43. Mynychu hyfforddiant hanfodol Sustrans fel bo’r Elusen yn gofyn.
44. Sicrhau eich datblygiad personol eich hunan trwy weithio i amcanion a osodir fel rhan o broses werthuso’r Elusen.

Iechyd a diogelwch a diogelu:
45. Cynnal a chydymffurfio â pholisïau’r mudiad ar reoli Iechyd a Diogelwch.
46. Annog yn rhagweithiol a sicrhau diwylliant iechyd a diogelwch cadarnhaol ar gyfer holl weithgareddau ar ran Sustrans a thiroedd RPL.

47. Cynnal a chydymffurfio â pholisïau’r mudiad ar reoli diogelu.

Arall:

48. Ymgymryd ag unrhyw ddyletswyddau eraill sy’n gyson â natur a graddfa’r rôl fel y cytunir gyda’r rheolwr llinell.
Amodau gwaith:

Bydd deiliad y swydd yn byw’n agos i’r swyddfa ddynodedig, er y gallai fod cyfleoedd i weithio o gartref ar adegau. Gall fod angen aros oddi cartref dros nos wrth gymryd rhan mewn prosiectau sy’n cael eu cynnal oddi wrth y lleoliad gwaith dynodedig. Gellir bod angen gweithio gyda’r nos ac ar y penwythnos gydag amser i ffwrdd yn ei le. Rhaid i ddeiliad y swydd fod yn fodlon cerdded, beicio neu ddefnyddio trafnidiaeth gyhoeddus ar gyfer y mwyafrif o’i siwrneiau gwaith.

Nodyn arbennig

Nid yw’r disgrifiad swydd hwn yn llunio rhan o’r contract cyflogaeth, ond mae’n dangos sut y dylid perfformio’r contract. Gall y disgrifiad swydd newid yng ngoleuni profiad ac mewn ymgynghoriad â deiliad y swydd.

Crëwyd gan:


Cyfarwyddwr Datblygu
Dyddiad:


Hydref 2019
Uwch Swyddog Gwerthuso, Uned Ymchwil a Monitro (SUS2772)

Manyleb y person: 

	Meini Prawf
	Hanfodol

	Cymwysterau, addysg a hyfforddiant
	Naill ai addysg i lefel gradd mewn pwnc perthnasol neu brofiad blaenorol mewn maes cysylltiedig. 

	Profiad
	Hanes da o lunio cwmpas, dylunio a chyllidebu prosiectau.

Profiad cadarn o reoli prosiectau a chyflawni i amserlen ac o fewn y gyllideb.

Profiad o ystod eang o ddulliau ymchwil ansoddol a meintiol.

Profiad o oruchwylio timau prosiect a/neu reoli llinell.

Profiad o werthuso a monitro newid ymddygiad neu brosiectau isadeiledd (yn enwedig rhai sy’n gysylltiedig â thrafnidiaeth leol, lesol neu gynaliadwy).

Profiad o ddatblygu a chynnal cysylltiadau gyda phartneriaid neu gleientiaid.

	Sgiliau a galluoedd
	Sgiliau dadansoddi cadarn wrth gasglu a dadansoddi data meintiol ac ansoddol.

Gallu cynllunio, monitro a gwerthuso prosiectau yn cynnwys fframweithiau rhesymeg, dewis a datblygu methodolegau a phennu’r adnoddau gofynnol.

Sgiliau cyfathrebu rhagorol (cyffredinol, ysgrifenedig, ar lafar) a’r gallu i gynhyrchu adroddiadau clir, cywir sy’n cyflwyno gwybodaeth dechnegol i gynulleidfaoedd nad ydynt yn siarad iaith dechnegol.

Y gallu i asesu eich allbwn eich hunan ac eraill yn feirniadol i sicrhau ansawdd.

Galluoedd strategol profedig; gallu meddwl yn greadigol, datrys problemau ac ailasesu gweithgareddau i sicrhau eu bod yn addas i’r diben.

Gallu gweithio dan bwysau a chyda goruchwyliaeth gyfyngedig (hunan-gymhelliant).

Gallu rheoli a symbylu pobl.

Gallu gweithio’n hyblyg, fel rhan o dîm.

Sgiliau rhifedd rhagorol.

Lefel ragorol o lythrennedd TG, yn cynnwys Microsoft Office (Excel yn arbennig) a chronfeydd data.


	Gwybodaeth 
	Dealltwriaeth o arfer gorau gyda thechnegau monitro a gwerthuso.

Dealltwriaeth glir o adnoddau a dulliau monitro sy’n addas ar gyfer asesu effaith ymyraethau teithio llesol a chymunedol.

Dealltwriaeth o’r materion a all godi wrth gasglu data yn cynnwys diogelu data.

	Arall
	Ymroddedig i hyrwyddo teithio cynaliadwy a llesol.


	Meini Prawf
	Dymunol 

	Profiad
	Hyfforddiant a/neu gymwysterau (ffurfiol neu trwy brofiad helaeth) mewn dadansoddiad ystadegol a rhaglenni cysylltiedig (e.e. Excel, R ayyb).

Cyfarwydd â’r adnodd Health Economic Assessment Tool (HEAT) Sefydliad Iechyd y Byd, a chanllawiau gwerthuso’r Adran Drafnidiaeth (WebTAG).

Profiad o gynnal asesiadau economaidd ar gynlluniau teithio llesol a chynaliadwy.

Hanes o weithio’n llwyddiannus gyda phartneriaid awdurdod lleol, yn enwedig wrth fonitro traffig a/neu brofiad yn y gweithle o reoli cysylltiadau â chleientiaid.

Hanes da o sicrhau cyllid ar gyfer mentrau newydd.

Profiad uniongyrchol o reoli llinell.

	Gwybodaeth
	Dealltwriaeth o adnoddau a dulliau monitro traffig difodur.

Gwybodaeth am fframweithiau a chanllawiau gwerthuso trafnidiaeth ac iechyd.

Diddordeb yn a dealltwriaeth ragorol o faterion trafnidiaeth cyfoes.
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