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Job Description
	Reports to :
	Outreach Manager

	Location :
	Recyke-a-Bike Stirling - Alloa Road, Causewayhead, Stirling, FK9 5LN

	Hours
	Full time – 35 hours per week (part-time considered)

	Responsible for:
	Delivery of Tthe coordination of cycle training at Recyke-a-bike

	Salary:
	£22,000 p/a

	Contract Term:
	Full time 1 year contract - funded post for 12 months (extension to funding is likely to be approved)

	Start date:
	ASAP



PURPOSE OF ROLE:
Fallin Community Enterprises is a Scottish charity & business limited by guarantee operating as a Social Enterprise.  Recyke-a-bike is a project of Fallin Community Enterprises where the main business is recycling bicycles and delivering cycle related training and activities that will not just reduce the impact of waste on the environment, but will also generate jobs, provide training and opportunities within the Forth Valley.  This is an exciting time to join the charity, who are in a period of growth and development.
The purpose of this role is to support the expansion of the national standard cycle training opportunities, including Bikeability Scotland, Essential Cycling Skills, Practical Cycle Awareness Training and others in and around central Scotland. You will also be required to provide support to the Outreach Team and Development manager.
We are looking for a staff member who is focused, organised and a team player, with great communication skills. Although this role has a large focus on the coordination of cycle training you do not need to be an experienced cycle trainer or even cyclist in order to apply. We are looking for someone who is keen to learn and we are happy to help develop your skills.
MAIN DUTIES & 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. 
· Take responsibility for the co-ordination of all lev els of cycle training at Recyke-a-bike.
· 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.
· 

· 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 positive relationships with key contacts, with the aim of encouraging and promoting involvement and maximising opportunities.
· Assist schools with the recruitment of Cycle Training Volunteers. 
· Maintain accurate records of cycle training and support monitor and evaluation of cycle training delivery in line with stakeholder’s requirements. 
· Manage and report on grant funding from Cycling Scotland, local authorities and other funding partners.
· Participate in the completion of 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. 
 
RELATIONSHIPS & ACCOUNTABILITY

You will report to the Outreach Manager, as a member of the Outreach team.  You will work as part of the wider team at Recyke-a-Bike. You will be required to liaise externally with partners, as well as local communities, groups and businesses and community organisations. 
Performance will be measured against targets agreed with your line manager. 
JOB-HOLDER REQUIREMENTS
The post holder will have/be: 
· Ability to plan and organise activities to meet deadlines (E)
· Excellent organisational and communication skills (E)
· Ability to work alone with minimal supervision as well as part of a team (E)
· Ability to focus on achieving targets (E)
· Full clean driving licence (E)
· Computer literate with working knowledge of Microsoft Office and use of internet (E)
· Experience at collection and maintenance of data information and reporting (D) 
· Knowledge and understanding of Cycling (D)
· Knowledge of school and education setting (D)
· Experience of Risk Assessments (D)
· Any certificates in cycle training, leadership or coaching (D)

(E) Essential		(D) Desirable
     Personal Qualities Required:

· A passion for bettering the lives of others (E)
· Tact, diplomacy and experience working with vulnerable people (D)
· An ability to work without supervision, as part of a team and to take the initiative where necessary (E)
· A demonstrated sensitivity to the management structure of a voluntary organisation (D)
· A willingness to be flexible in approach (E)
· A friendly and welcoming manner (E)

Additional Information
The post holder will normally be operating from Recyke-a-Bike Stirling and will be required to undertake outreach duties in the Stirling, and Clackmannanshire and Falkirk Local Authority areas.
The post holder may on a rare occasion be required to work outside of the normal working hours (0800 – 1600 Monday to Friday) as either flexible hours (35 hours per week over 7 days) or where circumstances dictate as Time off in Lieu (TOIL) that will be agreed in advance with the post holder line manager.  
The post holder will benefit from 32 days paid holiday per annum. The post holder may be required to work some public holidays, agreed in advance and for which Time off in Lieu (TOIL) will be given.
Recyke-a-bike activities include working with children and vulnerable adults, this post-holder must be willing to undertake a Disclosure Scotland PVG check 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
We are hoping to have this new staff member in post as soon as possible. Please submit a CV and cover letter to Operations Manager Eloise Brakefield - eloise@recyke-a-bike.co.uk - the closing date is October 31st. 






