
Candidate Information									

Project Officer, Workplace Engagement

	Salary: 	
	Grade F: £24,938 (pro rata for part time hours)

	Hours:
	37.5 hours per week

[bookmark: _GoBack]This job can be considered for full time or from 30 hours per week.  We are very happy to discuss working hours to suit individual circumstances.  This role is particularly suitable for job share / compressed hours / school hours.

	Contract: 	
	Permanent


	Disclosure:
	not required 

	Base: 	
	Sustrans offices in Edinburgh with the flexibility to work from home 


	Travel: 	
	This role will involve regular travel most weeks. The focus of this role is currently the Central Belt but with intentions to increase its reach. We may occasionally need you travel further during the course of your work including occasional overnights stays.


	
	A key part of being the Charity that makes it easier to walk and cycle is that most colleagues cycle, walk, wheel or use public transport for the majority of work their work journeys. We support this with access to a Sustrans pool bicycle and National Standards Cycling Training. 




Job or Project Specific Information 

Sustrans Workplace Engagement Project Officers work in partnership with a range of public and private sector employers to deliver innovative projects that create a culture where staff are able, supported and motivated to travel actively and sustainably to/from, and within work.
In addition, Sustrans Workplace Engagement Project Officers play a strong national role as a catalyst for integrating the offers of active/sustainable travel delivery partners.
Four key elements of our workplace engagement projects include; providing information, improving facilities, influencing policy and engaging with partners/ employees. 




	 
Where this role sits in the structure:
	





Job Description - About the Role							         

Overview

The Sustrans Workplace Engagement Project Officer will engage with workplaces across Scotland to build strong partnerships that can embed active and sustainable travel within organisations, to increase levels of physical activity, reduce carbon emissions and reduce single occupancy car journeys. 
The post holder will work in a strategical manner to identify the needs of the workplace and offer bespoke support packages that aim to take advantage of opportunities and reduce barriers within active travel. This is done by collecting baseline information, creating an awareness of active travel, facilitating action and building a lasting legacy at workplaces. They will also share best practice of workplace engagement with workplaces ensuring we have reach across the country. 
The post-holder will be aware of local and national policies that relate to active and sustainable travel policies and disseminate relevant information to lead workplace contacts to influence internal policies and practices. 
The post-holder will deliver on a number of officer led activities ranging from information stalls, training sessions, led walks and rides, workplace challenges, volunteer recruitment (Active Travel Champions), webinars, team meetings and inductions. 
The post-holder will engage with a wide range of stakeholders and interested partners to ensure that initiatives complement and strengthen internal workplace active travel aims and objectives as well as partner organisation workplace active travel initiatives. 
The post-holder will work in partnership with Sustrans’ internal Research and Monitoring Unit to ensure the project is well monitored. 

	Where this role sits in the structure
	Reporting into the Delivery Co-ordinator, Workplaces in the Sustrans Scotland Behaviour Change team, working closely with other project officers.
This role does not have line management responsibility.   




Key Responsibilities 

1. To engage with and support key workplace contacts from both new and existing organisations. 
2. To work in partnership with other Workplace Engagement Officers and the “Way To Work” team to offer holistic support to workplaces. 
3. To deliver, develop and promote the Sustrans Workplace Engagement project in workplaces across Scotland including developing and producing resources.
4. To work in partnership with engaged organisations to establish particular barriers, opportunities, aims and objectives around active travel for commuting and business travel.
5. To be a key member of the active travel network (nationally and locally), including being a part of active networks when possible and disseminating best practice.
6. To develop action plans, policies and processes that help workplaces overcome barriers and achieve priorities. This can include the scrutiny of current workplace policies and supporting organisations to develop new policies. 
7. To provide ongoing support to existing engaged organisations.
8. To support workplaces to deliver a suite of active travel related activities designed to encourage their peers to choose to travel more actively for commuting and business trips. 
9. Promoting the well-established Active Travel Champions approach to staff at partner workplaces when appropriate. This could include developing and supporting a network of Active Travel Champions (staff volunteers) within workplaces.
10. To deliver a range of officer led activities including information stands, training activities, webinars, led walks and rides. 
11. To establish an internal support network so that workplace leads and Champions can integrate fully with internal organisational sustainability, transport and health and well-being objectives.  
12. To ‘signpost’ workplace leads to other relevant opportunities and support mechanisms, such as sources of funding, additional training and wider active travel initiatives (e.g. Workplace Journey Challenge, Places for Everyone Projects within close proximity of workplaces and Way to Work website).
13. To provide knowledge and information to workplace leads so that they have the skills required to continue delivery of walking and cycling initiatives beyond engagement with the project – to leave a legacy. 
14. To manage the project budget as agreed with the project funders and report accordingly (including managing and administering the small grants scheme).
15. To work with Sustrans colleagues to conduct annual monitoring of the Sustrans Workplace Engagement programme. This includes liaising with workplaces to ascertain qualitative research and case studies when appropriate. 
16. To ensure that project reporting documentation (e.g. to funders) is completed and processed on time, as required.

Communication and marketing
17. To support the Workplaces team and the Communications Team to promote events and activities online and through social media.
18. Co-ordinate the Active Travel Champions monthly newsletter

We don’t expect anyone to be an expert in all these areas and as long as you meet the person specification we can train you in any gaps.


Person Specification									
The following criteria sets out the method by which the skills, knowledge and experience will be assessed against. Our website has a useful guide about how to make a great job application.

	
	Application Form
	Interview


	Specific experience required
	
	

	Experience of delivering physical activity or behaviour change projects
	
	

	Experience of partnership working
	
	

	Experience of project planning and delivery
	
	

	Experience of marketing events, campaigns and research to external audiences using a variety of media.
	
	

	Experience of successfully influencing stakeholders
	
	

	Experience of organising and delivering events
	
	

	Experience of how large workplaces operate
	
	

	Budget management
	
	

	Skills and Abilities
	
	

	Effective network skills, with the ability to build and sustain relationships with partners
	
	

	Ability to motivate and inspire others
	
	

	Ability to deliver engagement activities / promotional events
	
	

	Ability to plan and prioritise own workload
	
	

	Ability to be organised and efficient, able to function on own initiative with limited supervision
	
	

	Excellent presentation skills 
	
	

	Excellent verbal and written communication skills
	
	

	Specific qualifications/ training required
	
	

	 IT literate: competent user of email, internet, MS Office, and multimedia and creativity software such as Adobe and Mailchimp 
	
	

	Specific knowledge required
	
	

	Effective behaviour change activities and initiatives
	
	

	Understanding of the benefits of walking and cycling for everyday journeys
	
	

	Awareness of issues affecting physical activity, health, sustainability and active travel at a national and local level
	
	

	Experience in writing Risk Assessments
	
	



This document does not form part of the contract of employment but does outline our expectations. 
If we need to amend this document in the future we will consult with the post holder before doing so.

Everyone at Sustrans									

Our values guide us in everything we do:
· Including everyone
· Having the courage to question
· Acting local, thinking big
· Getting things done, together
· Always learning.

· Sustrans has clear health and safety policies and it is essential that all our colleagues follow these. Very often our teams come into contact with young people through schools work or community engagement so it is everyone’s responsibility at Sustrans to comply with our Safeguarding policies. 

· One of our key strategic goals is to be a charity “for everyone”, building a more diverse and inclusive Sustrans. We recognise there is much more we can do to bring together diverse life experiences and voices to enable us to more fully understand, access and represent the communities we work in. Everyone at Sustrans should support this goal and follow our Equality, Diversity and Inclusion policies and procedures.  

· Sustrans asks that all our employees develop their skills, knowledge and experience through training and personal development activities. Sustrans will support you with clear objectives and a supportive management culture - our teams tell us that one of the great things about working for Sustrans is the learning and knowledge sharing opportunities.

· It is very important that our colleagues are happy and able to work with IT systems - we use Microsoft programmes and other databases every day (we will train you on our bespoke systems).

· It is also important that everyone at Sustrans supports and follows with the charity’s guidance on branding/key messages and contributes towards raising Sustrans’ profile. 

· Everyone at Sustrans is required to work their contracted hours and record their time – if extra hours are worked then we can take time off in lieu.

· We ask that everyone in Sustrans helps us to develop new opportunities for funded work and builds excellent relationships with our delivery partners and stakeholders. 

· Two of our values are we get things done, together and we’re always learning. Managers often require their teams to get involved in activities that are outside of their job descriptions as we feel this is one of the ways you can learn on the job, develop new skills, make new contacts and progress your career with Sustrans. 






Behaviour Change Manager 


Workplaces Co-ordinator


Workplaces Co-ordinator: NHS 


Project Officers, Workplace Engagement
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