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Job Description

Job Title:
Access to Bikes Officer, Aberdeenshire 
Reference:


SUS3376
Salary:


Grade F:  £24,938 per annum pro rata
Hours:


22.5 per week

Fixed Term:
Contract to August 2022
Base:



Aberdeenshire 
Job Purpose:

The post holder will manage school bike loan schemes for Aberdeenshire schools taking part in a pilot scheme to provide access to bikes for children.
The post holder will work with two schools, to develop and maintain fleets of bikes, working with the Project Coordinator to develop systems and processes for the effective running of the project including engagement events and materials, implementing recording systems for loan and maintenance of all fleets. 
Dimensions of job:

The Access to Bikes pilot project is an exciting initiative being developed to make bikes available to children in Aberdeenshire, West Lothian and Dumfries and Galloway who need them most. In Aberdeenshire it is being launched in October 2021 to work in tandem with the I Bike project which has promoted active travel in schools for over 11 years. It is a Sustrans initiative funded by Transport Scotland. Through providing fleet bikes in school as well as for loan to use outside of school time with options to ownership, more pupils will be able to gain confidence and enjoyment from cycling. The post holder will deliver the Free Bikes for Children pilot in Aberdeenshire.
Place in organisational structure:

The post holder, who will be one of three Access to Bikes Officers in Scotland, will report directly to the Access to Bikes Coordinator. There will be close liaison with the I Bike Officer in Aberdeenshire, the Volunteers and Champions officers, the I Bike Coordinators and Manager and the Education and Young People team in Sustrans Scotland, as well as Aberdeenshire Council’s Roads and Transportation Team, Health and wellbeing in Education team and Active Schools Teams.  

Key Relationships:

Internal: 
Free Bike Pilot Coordinator

I Bike Coordinators
Project Officers, I Bike Volunteers and Champions, Edinburgh
I Bike Officer Aberdeenshire
I Bike Manager, Edinburgh

Head of Behaviour Change, Edinburgh
Behaviour Change team members, Edinburgh
Other Sustrans staff and volunteers 
External:
Aberdeenshire council staff including
Transport Team

Active Schools

Community Police
Selected schools, head teachers, teachers and parents
Parent councils



Supporting organisations:




Local bike clubs & cycling groups
Local Bike retailers

Local community groups
Local press and media

Key Responsibilities:

1. To maintain bikes and store bikes and associated kit according to a regular maintenance schedule.
2. To maintain project resources and systems, identify and resolve local barriers to uptake on the scheme where needed
3. To make sure equipment is supplied with safe and appropriate locks and helmets and that loan agreements are understood and signed by participating families.
4. To work with I Bike Officers, school staff and volunteers to promote and encourage use of the loan scheme, and work with schools and partner projects to engage participants
5. To record and monitor bike use and keep up to date participant records
6. To assist with cycle maintenance training/Dr. Bike events, cycle clubs involving the fleets where appropriate. 
7. To attend a local working group with all interested partners to ensure the project is complementing other organisations’ agendas on cycling.
8. To monitor expenditure and make project purchases.
9. To act as a key point of contact between school, I Bike Officer, local authority, local bike suppliers and participants
10. To support creation and use of project systems, promotional materials and information channels on the project.
11. To complete and adapt as necessary specific risk assessments for project activities 
12. To provide stories and information for Sustrans Communications team office (who will liaise with other media partners), for Sustrans and local authority publications.
13. To compile progress reports, and presentations for project funders. 
14. To share learning and good practice with other Access to Bikes officers, Access to Bikes Coordinator and other staff.
15. To support and comply with the organisation's Policy for the management of Health and Safety.
Communication and marketing
16. To provide stories and information for Sustrans comms team (who will liaise with other media partners) and project literature.
17. To share good practice with other local authorities and schools through presentations, workshops, press articles, social media.
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 development process.

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

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

23. 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

24. Any other duties consistent with the nature and grade of the role as agreed with the line manager
Working Conditions:

The post holder will be one of three Access to Bikes Officers, the other ones based in West Lothian and Dumfries, with a Coordinator working between the three locations. They will work closely with the Aberdeenshire I Bike Officer and the rest of the I Bike team, and will ideally live close to the nominated bases (Auchterellon Primary/ Ellon Academy) although there may be opportunities to work from home at times.  Hours may be flexible according to project needs, and where occasional weekend and late working is required there will be time off in lieu. 
Employment will be conditional on clearance by the appropriate enhanced Disclosure Scotland (Protecting Vulnerable Groups Scheme) check.
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:


I Bike Manager, Scotland

Date:





September 2021
Access to Bikes Officer (SUS3376)
Person Specification

	Criteria
	Essential

	Qualifications, education and training
	Bike maintenance training, ideally Velotech Gold or equivalent (other qualifications considered)

	Experience
	Experience of bike maintenance

Experience of working with children and young people or families
Experience of partnership working within a community-based or environmental project



	Skills and abilities
	Excellent communication skills

Well-organised and methodical

Ability to prioritise and manage own workload

IT literate (eg Word, Excel)


	Knowledge
	Understanding of local area in relation to cycling including a knowledge of mapping tools, local maps, local cycle clubs etc



	Other
	Committed to the promotion of cycling and the ideals of Sustrans

Undertaken (or willing to attend) bike maintenance training

Full, clean driving licence


	Criteria
	Desirable

	Qualification
	National Standard cycle (Bikeability Scotland) instructor training 
Bike maintenance training



	Experience
	Experience of working with schools and local authorities

Experience of working in a bike shop, with bike hire or working with bike fleets
Experience of leading groups, workshops and event planning



	Knowledge
	Good understanding and knowledge of the needs of young people in relation to cycling 
Understanding of Health and Safety in relation to the delivery of outdoor and classroom activities


	Other
	


