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Job Description

Job Title:
Active Travel Officer, Workplaces
Reference:
SUS2820
Salary:

Grade F:  £24,466 per annum
Hours:

37.5 per week 

Fixed Term:

contract to 31 March 2021
Base:
Derry / Londonderry, Northern Ireland 
Job Purpose:

To engage with workplaces and their employees to develop a culture of sustainable travel behaviour in key employment centres across the Derry City and Strabane District Council area. Workplaces and their employees will be engaged through a wide ranging programme - desirable travel behaviour would include cycling, walking, using public transport and increasing car sharing. Workplaces will include (but not limited to) Altnagelvin and Gransha hospitals, Derry City and Strabane District Council offices and Public Health Agency offices.
Dimensions of Job:

This role will involve delivering existing travel plans, organisational transport policy, and identifying and supporting sustainable travel champions within the workplace. It will also involve utilising specialised Sustrans’ engagement tools such as online travel challenges, cycle training, led walks and rides and specific engagement events & activities that will encourage active travel.
Place in organisational structure:

The post holder will report to the Delivery Manager and will be part of a Northern Ireland group of officers delivering programmes within workplaces. They will be part of a small Sustrans team based in the North West. They will work closely with the Public Health Agency, Derry City & Strabane District Council and staff of all levels within the selected workplaces.
Key Relationships:

Internal:

Delivery Manager, Northern Ireland

Active Travel Officers in the North West, Belfast and other parts of UK

Policy and Communications Manager

Volunteer Co-ordinator, Northern Ireland




Cycling Skills Co-ordinator
Research and Monitoring Unit
Finance Department
External:

Public Health Agency
Derry City & Strabane District Council

Management staff in workplaces
Employees

Media

Government Officials

Translink

Key responsibilities:
1. To engage the target organisations to participate in sustainable travel engagement projects.

2. To co-create an effective engagement and communications strategy with the target workplaces and ensure support at the most senior level within these workplaces. 

3. To identify and participate effectively within key workplace networks and networking events.
4. To co-create and tailor organisation and employee specific engagement resources.
5. To develop and agree a tailored Workplace Engagement Plan for each target workplace delivering aspects of company Travel Plans where they exist.
6. To work with organisations’ internal departments e.g. internal communications/ Human Resources to promote sustainable travel policies, activities and events.
7. To effectively market the programme using visual campaigns on printed media, electronic communications and social media.
8. To work with Estates Department and Department for Infrastructure to identify infrastructure barriers to active travel.

9. To train and support Travel Champions within the target workplaces as they engage their colleagues in the programme.
10. To develop and deliver Sustrans’ online Workplace Travel Challenge to employees within target workplaces and to a wider audience.
11. To utilise a variety of Sustrans engagement methods, including those mentioned above, to encourage and empower staff within each workplace to reduce car use and to travel in active and sustainable ways.
12. To work with the central Research & Monitoring Unit along with the PHA to ensure project outputs and outcomes are effectively captured and provide regular reports on project progress to the Project Steering Group.

13. To work with other Sustrans Active Travel Officers to share best practice, learnings and contribute to the development of Sustrans’ engagement with workplaces.  
Communication and marketing
14. To contribute towards raising the profile of Sustrans, by representing the charity at meetings, activities and events, as required.

15. 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:
16. To attend essential Sustrans training as required by the Charity.

17. To ensure own personal development by working to objectives set as part of the Charity’s appraisal process.

Health & Safety, Safeguarding and Equality, Diversity and Inclusion:
18. To support and comply with the organisation’s policy for the management of Health and Safety.

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

20. To support and comply with the organisation’s policy and procedures relating to Equality, Diversity and Inclusion and apply principles of best practice in own role.
Networks:

21. This role may have additional responsibilities as a member of a network of colleagues working on Sustrans-wide oversight of strategic communications.

Other
22. To work with other Sustrans Active Travel Officers to share best practice, learnings and contribute to the development of Sustrans’ engagement with workplaces.  
23. To perform any other duties consistent with the nature and grade of the role as agreed with the line manager.
Working Conditions:

The post will be based in Derry / Londonderry, though will include a significant amount of time at target sites. Travel together with work outside normal office hours, will be required, including occasional weekend hours and travel to training in Sustrans offices in other parts of the UK.
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:


Sustainable Transport Officer, NI.
Date:



June 2016
Active Travel Officer, Workplaces, Northern Ireland (SUS2820)
Person Specification

	Criteria
	Essential

	Qualifications, education and training
	Good standard of education

	Experience
	Proven experience of sustainable behaviour change and/or employee engagement project delivery in a workplace setting.
Experience of marketing, good communication and organising events in a workplace setting.

Experience of designing and delivering training workshops in a workplace setting
Experience of engaging the local/ national press on project successes.

Experience of working with key workplace departments including Human Resources, Internal Communications, Facilities Management and Corporate Responsibility


	Skills and abilities
	Excellent interpersonal and written and verbal communication skills
Ability to deliver engagement activities
Ability to develop productive working relationships with key workplace based departments, stakeholders and staff
The ability to project plan, prioritise and manage own workload
Excellent presentation skills

Excellent organisational skills

Ability to motivate and enthuse others
Attention to detail and ability to work methodically
IT literacy



	Knowledge
	Familiarity with Sustrans workplace travel projects
Understand the access to skills/ employment agenda

Proven knowledge and understanding of behaviour change in the field of sustainable transport
Understanding of workplace departmental targets, culture and internal protocol
Understanding of the health benefits of active travel

Good working knowledge of MS Office suite

Good knowledge of qualitative and quantitative research


	Other
	Commitment to Sustrans’ vision and the promotion of sustainable transport



	Criteria
	Desirable

	Qualifications/ education and training 
	Training qualification 



	Experience
	A proven track record of supporting the implementation of management systems governing quality, health and safety and legal and other contractual compliance


	Skills and abilities
	Writing technical content for project reports


