Job Description 
Linlithgow Active Travel Project Manager 

Salary:	 £27,045.20 Pro Rata
Hours:	  28 Hours per week with flexibility on days worked depending on programme activity. Some weekend days and weekday evenings 
Fixed term contract: 12 months with possible extension subject to further funding 
Location: Based at Linlithgow Community Development Trust office (the EH49 Hub, Linlithgow). It is anticipated there will be some working at the West Lothian Cycle Circuit, some working from home and travel to locations across West Lothian.

Organisational and Programme overview: 
Linlithgow Community Development Trust is a community organisation who aim to make
Linlithgow a better place to live and work.  They instil passion by working with local people and
in partnership with local groups to drive ideas and enthusiasm and have recently opened the
West Lothian Cycle Circuit. This has led to us starting a Linlithgow Active Travel programme to encourage more people to cycle, walk and wheel for the benefit  of their health and for the benefit of the environment.

[bookmark: _Int_SG0Lb6Cs]The West Lothian Cycle circuit has been designed for easy access with inclusion a key driver in the development of the scheme.   Whether it’s used by children learning to ride a bike, people of all ages cycling for fun, women, people with disabilities mastering the joy of riding an adaptive bike or handcycle or cyclists with their sights on sporting success, the West Lothian Cycle Circuit will champion a culture of cycling for generations to come.

Job Purpose: 	
This role will act as the project lead, to encourage local involvement and behaviour change around sustainable active travel. You will be responsible for staff and volunteer management, stakeholder management, budgets and monitoring and evaluation.  
Embedded within Linlithgow Community Development Trust (LCDT), you will be part of the development and delivery of events to promote the exciting new West Lothian Cycle Circuit.    You will work with partners and staff to lead on all aspects of the active travel programme, coordinating and supporting a facility programme that compliments and adds value to other cycling, walking and wheeling related activities within West Lothian. These will specifically include West Lothian Cycle Circuit partners such as West Lothian Leisure, Active Schools, West Lothian Clarion Cycle Club, Scottish Cycling and First Step Development as well as disability focused organisations.  You will ensure a programme of activities delivered in the heart of the communities and at the West Lothian Cycle Circuit. This programme’s outcomes are that more people will gain confidence to cycle, walk and wheel more for everyday journeys. 

DUTIES AND RESPONSIBILITIES  
Active Travel Programme Management
· Design, develop and manage the West Lothian Active Travel programme creating a wide range of active travel initiatives to support and enhance behaviour change as part of everyday journeys. Enabling a wide range of users, of all ages and abilities, from across West Lothian to benefit from the facility and fulfil Community Benefit grant conditions
· Is responsible for adhering to budgets, deadlines and targets to meet funding requirements.
· Overall responsibility for accurate and timely data collection, report writing and monitoring and evaluation for funder reporting to share learning and best practice.
· Is responsible for Health & Safety, including risk assessment of all activities and work to mitigate risk wherever possible.
Partner, Staff and Volunteer Management
· Line manage and support the Active Travel Project Worker, Project Support and freelance sessional staff 
· Liaise with the community development manager on Active Travel community events
· [bookmark: _Hlk144212198]Co-ordinate and manager partner delivery of activities and events 
· Along with The Management Committee, LCDT staff and the Community Development Manager, assist in the development and management of a network of volunteers to support the active travel programme.
· Identify, deliver and work with partners to cascade skills and training to local volunteers, building local capacity through workshops and associated activities.

Stakeholder Management and Partnership Development
· You will develop and maintain strong working relationships with external bodies in the public, private and third sectors for example, organisations such as the NHS, West Lothian Council.  Develop and maintain partnerships with local and regional stakeholders that ensures we are able to respond to new opportunities, with a focus on active travel.
· In partnership with a range of organisations, develop and coordinate cycle, walking and wheeling activities at the West Lothian Cycle Circuit and within the heart of communities across West Lothian 
· Facilitate and develop strong links across West Lothian with a range of local people, businesses, stakeholder groups and organisations, building on LCDT’s current partnerships.
· Design and deliver an outreach community engagement strategy and action plan to engage with outlying communities and to ensure that areas of SMID in particular, engage with the active travel programme.
Programme Marketing and Promotion
· Act as the LCDT representative and contact for stakeholder, customers and local groups across West Lothian
· Undertake a range of marketing methods (newsletters, social media, website, etc) to promote the West Lothian Cycle Circuit 
· Facilitate, promote and deliver events utilising existing regional and national campaigns (Bike Week, Bike to School Week, etc)
Other duties
· Provide regular operational update reports
· Work closely with other LCDT staff and volunteer teams
· Contribute to the development and upkeep of LCDT’s other programmes, physical spaces, websites, events diaries, blogs and monthly mail outs.
· Carry out other duties which may reasonably be required in addition to the main purpose of the job.













PERSON SPECIFICATION 
	
	Essential
	Desirable

	Experience 

	· Experience of project management, administration, budgeting and marketing of projects and planning a range of events and activities
· Experience working with and motivating volunteers
· 3 years Relevant Community Development experience or similar in the third sector
· A track record of working successfully in partnership with others 
· Experience working with a range of active travel partners and stakeholders
· Ability to deliver outcomes within timeframes 
· Experience of monitoring, evaluating and reporting against funding requirements 
· Line Management Experience
	· Experience of supporting and encouraging community group leaders and volunteers
· Experience in projects engaging and dealing with children, young people and adults in a range of settings e.g. schools, community groups settings and outreach
· Proven track record of delivering Cycle Training and Guided Led Rides /Led Walks to a variety of audiences
· 



	Qualifications and training


	· First aid qualification
· Recognised safeguarding and protecting vulnerable groups qualification 
	· Project Management training/ qualification
· ‘An Introduction to the FUNdamentals of Movement’ (sports coach UK workshop)
· UKCC Level 2 cycle coaching qualification
· Cycling Scotland Ride Leader and Cycle Trainer qualification
· 
· Other relevant qualification in community outreach or from governing body of sport coaching
· Walk Leader experience 



	Skills and knowledge

	· Excellent communication and interpersonal skills
· Excellent planning and organisational skills, ability to manage multiple competing priorities
· Strong relationship management, influencing and negotiation skills
· Ability to inspire, motivate and encourage 
· Excellent written communication skills 
· Competent social media skills
· Risk assessment experience
	· Knowledge of Scottish cycling developments 
· Bike maintenance
· E-bikes and E-cargo Bikes


	Personal attributes
	· Motivated and driven
· Passionate about cycling, walking and wheeling
· Professional and patient approach to teaching
· Confident cyclist 
· Flexible and adaptable 
· Problem solver with hands on approach and foresight
· Energetic, proactive and enthusiastic 
· Strong negotiating and influencing skills
· Able to motivate and inspire others

	· A commitment to continuous professional development


	Other

	· Willingness to work evenings and weekends
· Driving licence or access to effective means of transport
· Subject to a PVG Disclosure Scotland check.
· Awareness of Health and Safety 
	



