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Job Description

Job Title:


I Bike Coordinator, Scotland
Reference:


SUS2960
Salary/Grade:

Grade G:  £27,528 per annum
Hours:


37.5 per week

Contract:


Permanent 
Base:
Sustrans Scotland office (Edinburgh/ Glasgow/ Inverness) with potential to be home-based
Job Purpose:

To work in partnership with the existing I Bike Coordinators to assist the I Bike Manager in leading the delivery and future development of the I Bike programme in Scotland. The project aim is to create a culture of active travel (cycling, scooting and walking) in schools promoting safer, happier and healthier communities. As well as delivering activities which promote active travel across the whole school community, I Bike aims to address two specific issues around cycling to school; the drop off in active travel between primary and secondary school and the gender gap which sees girls being less physically active than boys.
The role will include the line management and supervision of current I Bike Officers (I Bike Officers) in the north of Scotland; identifying and securing opportunities for expanding the team and project locations; and to ensure the project continues to be delivered, managed, monitored and evaluated within agreed timescales, budgets and outcomes.
Place in organisational structure:

The post-holder will report to the I Bike Manager.
Key Relationships:

Internal:

I Bike Manager, Scotland

I Bike Coordinators, Scotland

I Bike Officers, Scotland
Project Officers (I Bike Champions & Volunteers),
 



Scotland
Volunteer Co-ordinator, Communities, Scotland

Head of Delivery, Behaviour Change, Scotland

Senior Business Development Officer, Scotland

Communications & Policy team, Scotland
Regional Finance Coordinator, Scotland
Directors, Scotland

Research & Monitoring team, Scotland & Newcastle

Other Sustrans staff and volunteers

External:
Partner local authorities; including but not restricted to sustainable transport, active schools, education, road safety, planning and health teams 

Schools; teaching staff, parents, pupils
Partner groups: including but not restricted to Cycling Scotland, Living Streets, Paths for all Partnership, Scottish Cycling, Road Safety Scotland, Cycling UK, Youth Scotland & Young Scot
Scottish Government and Transport Scotland
Local and national media

Key Responsibilities:
Delivery of Projects or Services 

1. To work with the existing I Bike Coordinators and the I Bike Manager to continue the development of the I Bike programme in Scotland, which promotes cycling, principally to 9-14 year olds at schools focusing on the transition from primary school to secondary school.
2. To line manage and support individual I Bike Officers to develop their own work programmes.  To monitor, assess and supervise their progress and delivery, evaluate newly developed activities and oversee their relationship with respective local authorities.

3. To lead and support the delivery of the I Bike Programme by working with the I Bike Officers, assisting them to develop their working relationships and establishing their programmes of activities. 
4. To assist and support the I Bike Manager, Scotland, by delivering the Sustrans I Bike programme in the primary and secondary education setting and to innovate new projects, where possible working with the school community.To assist the I Bike Officers to realise opportunities for development and growth through training and awareness.
5. To support the I Bike Officers in their projects at an individual and practical level, where required.

6. To provide mentoring opportunities for existing and new staff to ensure that all staff deliver their activities to agreed standards and quality as have the support they need in place to do this.
7. To ensure monthly project and activity reporting and monitoring tasks are carried out.
8. To monitor project expenditure and to provide budgetary information for the team ensuring records are kept up to date.

9. To support the I Bike and Behaviour Change Managers and the Senior Business Development Officer to identify and secure new opportunities to expand and enhance I Bike and other potential initiatives, including assisting in identifying and securing funding.
10. To help identify potential local authorities and schools to participate in the programme.

11. To report on the progress of projects to the I Bike Manager through checkpoint reporting, as well as to stakeholders, funders and the rest of Sustrans, as appropriate. 

People management

12. To manage, develop and coach team members by setting clear objectives and monitoring performance to maximise their potential.

13. To work with HR to ensure that training and development of staff is planned effectively and in line with business need.

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.

Working Conditions:

The post holder could be home-based or based at one of the Sustrans offices (Edinburgh, Glasgow, Inverness). Flexible or remote working arrangements can be considered, but it would be beneficial to be based in the north of Scotland due to team location. In particular the role holder will be expected to visit and work with staff based remotely across Scotland and attend occasional nationally coordinated meetings, as appropriate. 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 cycle or use public transport for the majority of work journeys.

Enhanced Disclosure Scotland (PVGS) clearance is mandatory for this post.

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:

I Bike Manager, Scotland, 
Date:


August 2020
I Bike Coordinator, Scotland (SUS2960)
Person Specification

	Criteria
	Essential

	Qualifications, education and training
	Good standard of education

	Experience
	Experience of project management and delivery

Experience of partnership working with local authorities, NGOs and/or local authority/community projects

Experience of staff management, support or mentoring
Experience of managing  budgets and identifying funding opportunities
Experience of delivering projects in the education / community / behaviour change or physical activity setting


	Skills and abilities
	Excellent verbal and written communication skills

Ability to plan, prioritise and work to tight deadlines

Ability to supervise a team some of whom will be working remotely
Ability to build and maintain good working relationships with internal and external partners

Good leadership skills

Good motivational skills

IT literacy



	Knowledge
	Understanding of Sustrans active travel work



	Other
	Committed to Sustrans values and the promotion of sustainable transport




	Criteria
	Desirable

	Qualifications
	Educated to degree level or equivalent

National Standard Cycle (Bikeability Scotland) training

Bike Maintenance training



	Experience
	Experience of working with schools

Experience of leading group workshops and event planning



	Skills and abilities


	Good report writing skills



	Knowledge
	Knowledge and understanding of sustainable and active travel
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