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Job Description

Job Title:


Community Engagement Assistant, Bristol
Reference:


SUS3311
Salary:


Grade B:  £18,711 per annum pro rata
Hours:


25 hours per week
Fixed Term:


6 months from start date
Base:
2 Cathedral Square, College Green, Bristol BS1 5DD.
Initially Home Based

Purpose of job:
Your work will help Sustrans to deliver one of our key strategic objectives: liveable cities and towns for everyone. 

You will help us to develop communities where walking, cycling and street play are possible for everyone. Working alongside experienced staff, you will work with community groups, campaign organisations, local businesses and councils to make the case for change. 

Dimensions of Job:

The post holder will work on our Liveable Cities and Towns programme in Bristol. Tasks will include: supporting at events, assisting project delivery, arranging meetings, preparing presentations, updating project resources and evaluation monitoring.

As part of the Government’s Kickstart scheme, structured training and support will be provided by City of Bristol College as part of the role, as well as from Sustrans in-house training and development programme. 
You will be supported to access the wide range of courses from our partners including the Council’s Community Learning Team, City of Bristol College and members of the Ways2Work network to improve your employability and technical skills. 

Place in Organisation Structure:

The post-holder will report to the Head of Partnerships, England South.

Key Relationships:

Internal:


· Liveable Cities and Towns Officers

· Head of Partnerships, England South

· Other Delivery Staff
· Communications and Marketing Officer, England South

· Other regional and national teams as required

External:


· Local Authorities across the West of England, officers and councillors 

· Community groups and community support agencies

· Businesses and business support agencies

· Educational establishments

· Local active travel delivery agencies e.g. Living Streets
· Volunteers
· Others as required

Key responsibilities:

1. To communicate effectively via the telephone and online (email and virtual meetings such as Microsoft Teams and/or Zoom) with partners and stakeholders

2. To maintain filing and record systems to support projects
3. To provide general administrative assistance to projects
4. To support the logistics of meetings and events, including through arranging meetings and compiling and distributing minutes
5. To provide administrative support for the monitoring and reporting of activities of project officers, including collating and entering data and preparing written reports where required
6. To conduct internet research in support of project delivery or influencing
7. To assist project officers in engaging with community groups, partners, schools and the public

8. To contribute to the marketing and communication of activities, for example, through assistance at events and distribution of information materials etc
9. To update and administer the photo library
Communication and marketing

10. 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:
11. To attend essential Sustrans training as required by the Charity and the Kickstart programme
12. 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:
13. To support and comply with the organisation’s policy for the management of Health and Safety
14. To support and comply with the organisation’s policies for the management of safeguarding
15. 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
Other
16. To undertake other administration support duties or tasks which may be assigned as required
Working Conditions:

The post holder will work from the Sustrans office in Bristol and will be prepared to walk, cycle and/or use public transport for 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 job holder.
Compiled:


Head of Partnerships, England South


Date:



December 2020



Community Engagement Assistant, Bristol (SUS3311)

Person Specification

	Criteria
	 Essential

	Qualifications, 
education and 
training
	Willingness to learn and undertake training, taking responsibility for their own development


	Experience
	Experience of participating in team events or activities

	Skills and abilities
	Written communications skills – updating social media, writing emails and updating reports
Verbal communication skills – good telephone manner, ability to discuss issues with colleagues and the public

Ability to follow instructions whilst having the confidence to suggest minor adjustments
Organisational skills, including ability to prioritise and manage own workload to meet deadlines
Ability to be organised and methodical

Ability to maintain successful working relationships
IT literacy - familiar with use of Microsoft Office
A flexible and enthusiastic approach


	Other
	Committed to Sustrans vision and the promotion of sustainable transport



	Criteria
	 Desirable

	Experience
	Experience of assisting in the organisation of  events
Experience of researching and report writing
Office practice / administration experience

	Knowledge
	Knowledge of the following communities in Bristol:

Avonmouth & Lawrence Weston

Hartcliffe & Withywood

Easton & Lawrence Hill

Understanding of environmental and sustainability issues




