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Job Description

	
	
	  
	

	
Job Title:

Closing Date:

	
Cycle Training Co-ordinator  

31st January 2022

	Grade and Salary:

	(£21,166.60 - £23,823.80) 

	Location:

	Recyke-a-Bike, Stirling

	Responsible to:

About the organisation:
	Development Manager

· Fallin Community Enterprises is a Scottish charity & business limited by guarantee operating as a Social Enterprise. Recyke-a-bike is the project of Fallin Community Enterprises where the main business is recycling bicycles and delivering cycle related activities that will not just reduce the impact of waste on the environment, but will also generate jobs, provide training and opportunities for the community of Fallin and beyond. 



	Job Purpose:

	· To support the expansion of the national standard cycle training opportunities, including Bikeability Scotland, Essential Cycling Skills, Practical Cycle Awareness Training others in and around central Scotland

· Provide support to outreach Team and Development manager.


	Key Duties and Responsibilities:
	· Promote and increase the uptake of Bikeability Scotland in schools in Stirling and neighbouring authorities

· Take responsibility for the co-ordination of all levels of Bikeability Scotland where contracted by local authorities.

· Set up systems and processes to coordinate instructors and volunteers to enable effective and efficient delivery

· Support a network of instructors to promote, deliver and record cycle training sessions – including access to equipment, resources and relevant operating guidelines

· Contribute ideas on improving material and methods for providing Safety, Education, Training and Publicity for Bikeability Scotland and other National Standard training programmes

· Liaise with internal / external colleagues / agencies on training delivery matters and build relevant relationships with key contacts with the aim of encouraging and promoting involvement and maximising opportunities 
· Assist schools with the recruitment of Cycle Training Volunteers.

· Co-ordinate local instructor training courses.

· Develop opportunities for staff, parents and other identified cycle instructors and volunteers.  

· Develop and promote a cycle training CPD programme for instructors and participants.

· Maintain accurate records of cycle training and support monitor and evaluation of cycle training delivery in line with stakeholder’s requirements.
· Identify funding opportunities, prepare and assist with the completion of funding applications.	Comment by Windows User: 	Comment by Windows User: 
· Manage and report on grant funding from Cycling Scotland, local authorities and other partners
· Participate in Cycling Scotland’s Quality Assurance Programme
· Provide and participate in publicity campaigns, events and competitions including the distribution of Bikeability Scotland and adult cycle training promotion.

· Assist and support the work of the Outreach Team as required.



	Other Duties:













	· Some flexibility with start and finish working hours would be required, in line with responsibilities and bookings. 

· The post holder may be required to undertake any other duties appropriate to the level of the post.
































Recyke-a-Bike

Person Specification

	Job Title:
	Cycle Training Co-ordinator 


	Location:

	Recyke-a-Bike, Stirling

	Date:
	December 2021




	
	Essential Attributes

In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following.

	
	

	
	


	1. 
	Ability to plan and organise activities to meet deadlines.


	2. 
	Excellent organisational and communication skills.


	3. 
	General computer skills – standard office packages Word, Excel and email. 


	4. 
	Ability to work alone with minimal supervision as well as part of a team.  


	5. 
	Verbal, written, presentation & communication skills.


	6. 
	Ability to work on own initiative and work to short deadlines.


	7. 
	Ability to focus on achieving targets.

	
	

	8. 
	Knowledge of safeguarding responsibilities.


	9. 
	Ability to communicate with and deal with the general public.

	
	

	10. 
	Knowledge of General office procedures.


	11. 
	Willing to undertake relevant training.


	12. 
	Full Driving Licence

Ideal Attributes



13. Knowledge and understanding of Cycling and Active Travel.

14. Experience preparing quotes and tender submissions for local authority contracts.

15. Ability to motivate others.

16. Strong negotiating and influencing skills.

17. Knowledge and experience of working with volunteers.

18. Knowledge of school and education setting.

19. Experience of Risk Assessments.

20. Experience managing budgets and grant funding.

21. Experience of on-road cycling.

22. Any certificates in cycle training, leadership or coaching.	Comment by Windows User: 



Additional Information:

· The post holder may be required to work some public holidays.

· Recyke-a-bike activities include working with children and vulnerable adults; this post holder must be willing to undertake a Disclosure Scotland PVG as a requirement for this post.

· The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility with any changes being undertaken in agreement with the post holder.

Personal Qualities Required:

· [bookmark: _heading=h.gjdgxs]Recyke-a-bike commits to providing equality of services and care to everyone, regardless of people’s age, disability, gender, gender identity, race, religion or belief or sexual orientation.

· Sounds very official, doesn’t it? Its more or less copied and pasted from a ‘how to’ guide. What we mean is… Just be you – well welcome, respect, value, support and encourage you for who you are. The world would be very boring if everyone was the same, we believe diversity is cause for celebration and we hope that everyone feels welcome at Recyke-a-bike. All we ask is that you extend the same courtesy to our staff, volunteers and customers too – thank you.

How to apply:

Please submit a CV and cover letter to admin@recyke-a-bike.co.uk 

Please note the closing date is the 31st of January 2022 and we expect the position to start in March 2022 or before.
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