
Candidate Information									

Partner Relations and Events Officer, Places for Everyone

	Salary: 	
	Grade F: £25,561 - £30,366 per annum (pro rata for part time hours)


	Hours:
	37.5 hours per week

This job is proposed to be full-time but we are happy to discuss working hours and patterns to suit individual circumstances. 

	Contract: 	
	Permanent


	Disclosure:
	PVG Scheme is not required for this position 


	Base: 	
	Sustrans office in Edinburgh or Glasgow with the flexibility to work from home, or home-based within reasonable travelling distance from Edinburgh or Glasgow. 


	Travel: 	
	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 their work journeys. We support this with access to a Sustrans pool bicycle and National Standards Cycling Training.

	
	



Job or Project Specific Information 
Places for Everyone provides grant funding and support to all 32 Scottish local authorities, community groups and statutory bodies for the creation of walking, wheeling and cycling infrastructure. Administered by Sustrans on behalf of Transport Scotland, the programme currently has over 200 projects in its portfolio which have a total value of over £170million. 
The aim of Places for Everyone is to create safer, more attractive, healthier places by increasing the number of trips made by walking, wheeling and cycling for everyday journeys.
The Partner Relations and Events Officer supports and inspires partners within Places for Everyone programme with meaningful, innovative and sector-leading events to encourage best practice in active-travel infrastructure and upskill and promote professional development in Sustrans’ partners. 


Specific Role

In liaison with colleagues across Sustrans, you will develop and deliver training events for the Grants team, partners and beyond. You will identify and implement opportunities to showcase the work of PFE and our partners at innovative and collaborative design and knowledge sharing activities, (including newsletters; monthly/bimonthly seminars, podcasts, webinars, workshops; and networking days), taking responsibility for the organisation and delivery of these activities.
You will also be involved with the pre-application support function. You will advise partners on the potential of their applications, liaising with the Grants team where appropriate. 

	 
Where this role sits in the structure:
	














































Job Description - About the Role							         

Overview

You will lead and develop a team with a focus on generating and maintaining strong relationships and supporting partners to develop their abilities in delivering high quality, high impact projects.  
	Where this role sits in the structure
	Reporting to the Partner Relations Manager, Places for Everyone
Working closely with the Engagement Officers and Grant Advisors, Policy and Communications colleagues and other post-holders providing a range of services.



Key Responsibilities 

Responsibilities may include:
1. To plan and develop a training and events programme that responds to partners’ professional development needs and promotes best practice in the sector. 
2. To work with the wider Places for Everyone team and external partners to identify suitable potential speakers and trainers, taking responsibility for obtaining their participation in collaborative design and knowledge sharing activities. 
3. [bookmark: _Hlk111819783]To work with the wider Places for Everyone team to promote the benefits and opportunities of knowledge sharing activities to current Places for Everyone partners, to encourage their involvement.
4. To liaise with speakers, trainers and attendees to ensure their capability to deliver and/or attend knowledge sharing activities, taking responsibility for coordinating any necessary video-conferencing needs, travel or accommodation.
5. [bookmark: _Hlk111819503]To work with speakers, trainers and attendees at previous knowledge sharing activities and events, obtaining and analysing their feedback to assess quality and satisfaction and identify opportunities to enhance future knowledge sharing events and activities. 
6. To liaise with partners to identify their specific needs and ambitions to organise bespoke professional development and knowledge sharing opportunities, e.g. through personal communications, meetings, event feedback.
7. To lead and facilitate workshops and events (both in person and online and/or hybrid events), and/or to brief external facilitators where necessary
8. Work with Partner Relations Manager to identify and foster strong working relationships within Training, Active Travel and Events sectors to ensure a wide-ranging and high quality variety of events for partners
9. To work with Places for Everyone Grant Advisors to maintain a good working relationship with Places for Everyone applicants and partners.
10. To escalate any key issues in the delivery of events activities, including where timescales or expenditure is at risk.  
11. To repurpose event and workshop content, where relevant and appropriate, for internal trainings for Sustrans’ staff.
12. To work with the Partner Relations Manager to ensure new projects and partners for Places for Everyone are identified and documented efficiently, to maximise opportunities for the programme.
13. To support the development of PfE’s application process and act as liaison between partners and the wider infrastructure team, to ensure their feedback is used to enhance and improve the application process, where necessary. 
14. To liaise with monitoring and evaluation colleagues to support the monitoring, evaluation and reporting of the training and events programme.

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 developing and delivering high quality virtual, in-person and/or hybrid events
	
	x

	Experience of building and maintaining good working relationships with partner organisations and individuals
	
	x

	Experience of developing administrative processes
	x
	

	Skills and Abilities
	
	

	Good written and verbal communication skills

	x
	

	Good interpersonal and networking skills
	x
	

	Good presentation and facilitation skills
	
	x

	Evidence of thinking creatively and of producing innovative events content
	
	x

	An ability to develop productive working relationships with partner organisations and individuals
	x
	x

	Excellent administrative and organisational skills
	x
	

	Strong time-management skills, with ability to work effectively to a deadline
	x
	x

	Strong attention to detail
	x
	

	An ability to work independently and proactively with limited supervision
	x
	

	An ability to work effectively as part of a team
	x
	

	IT Literacy, including strong Word and Excel skills
	x
	

	Specific knowledge required
	
	

	Knowledge of transport and active travel infrastructure delivery and best practice 
	
	x

	[bookmark: _Hlk111819905]Effective communications techniques, including social media and virtual events platforms
	x
	

	Accessibility and equality issues relating to active travel and the EqIA process
	x
	

	Good understanding of sustainable transport and place
	
	x




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. 






Portfolio Director


Head of Programme, Places for Everyone Services


Partner Relations Manager, Places for Everyone


Partner Relations Officer X2
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