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Job Description

Cycle Development Officer – Trackside Bikes

Location: Shotts Healthy Living Centre, Kirk Road, Shotts, ML7 5ET
Contract: Fixed term contract until 4th October 2024 with the possibility of extension subject to funding.
Grade and salary scale: 
GBT Band 4 Equivalent - £26,000 PA pro-rata.
6% Pension Contribution 
25 Days Annual Leave and 13 Public Holidays (Pro-Rata)

Hours per Week: 21 hours per week (days to be agreed upon recruitment) 

Accountability: Get Active Get Going Team Lead
Summary of Post

The main aim of the role is to oversee and develop the Trackside Bikes at GBT. This programme includes a range of cycling services within our Trackside Bike shop including bike repairs, services, loans, and educational offerings. You will be responsible for the management and development of a cycle staff team, including direct line management responsibilities for the team.
Acting as an ambassador for cycling and active travel in North Lanarkshire you will work closely with the staff team, GBT, key local stakeholders and the wider community to promote the benefits of cycling.

The role will also require flexibility to support the wider organisation where required, including weekend working.
Duties & Responsibilities

Service Operation / Personal Duties
· Maintain accurate finances for all cycling activities and manage the team budget. 
· Manage personnel issues at Trackside including absence, supervision, staff training and recruitment.  
· Oversee the day-to-day operations including community bike repairs, education provision, work-place loan schemes and retail.
· Work alongside the Get Active Get Going lead and Executive Manager to identify funding opportunities and assist with applications. 
· To be able to identify any problems with a bike, estimate costs and provide quotes where required. 
· To ensure all bikes are repaired and maintained to correct safety standards. 
· Deal with customer care enquiries including communication by telephone, face-to-face, email, and social media.
· Develop and manage a network of volunteers and local partners to assist in events and other activities.
· To maintain a high level of professionalism in all aspects of work, including relationships with staff, volunteers, pupils, and other service users.
· To ensure the correct systems and processes are put in place which are necessary for running an efficient service, including stock management, bookings, and paperwork. 
· To maintain a tidy and professional workspace. 

Development and Promotion
· Develop a strategy for the project moving forward, setting goals for growth, with an awareness of social and environmental responsibility.
· Develop a social media strategy to increase engagement with targeted audiences and promote the services. 
Administration and Accountability
· To ensure the completion and maintenance of all appropriate administrative records including financial records and Trackside Bikes accounts.
· To report as required on project outcomes.
· To attend individual, team and staff meetings as required.
· To undertake any other relevant duties as required from time to time by Getting Better Together.
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
Person Specification
Essential:
· Cycle maintenance qualifications: Velotech, City & Guilds, or Cytech. 
· Excellent leadership skills with an awareness of responsibility and hierarchy.
· Excellent listening skills with the ability to adopt appropriate style and method of communication.
· Ability to work to tight deadlines.
· Knowledge of the local area and surrounding communities.
· Understanding of health & safety procedures within the workplace.
Desirable:
· Previous experience managing a team. 
· Knowledge of national policy around cycling and active travel.
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