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JOB DESCRIPTION – SPYF Bikeability Coordinator
Job title:              	Bikeability Coordinator
Hours:       	      	Part time (28 hours/week), flexible inc. evenings and weekends 
Location:             	St Paul’s Youth Forum, 30 Langdale Street, Blackhill, Glasgow, G33 1DL, plus other locations across northeast Glasgow
Reports to:          	Active Manager
Salary:                	£20,207 per annum 
Contract: 	Fixed term until the end of September 2024 with increase subject to future funding
	 About the Organisation


St Paul’s Youth Forum [SPYF] aims to alleviate the worst effects of poverty in the Blackhill/ Provanmill area of Glasgow through our programmes focusing on Eating, Education, Exercise and Empowerment. 
	Purpose of the Role



As part of our programme to ensure that everyone can get ‘On Bikes’ we are looking for a SPYF Bikeability Coordinator to teach school children and community members the necessary skills to achieve the Bikeability National Standard levels and be able to use their bikes competently and confidently.
The post holder will oversee the day-to-day running of the On Bikes Bikeability programme and will be responsible for coordinating and delivering training across the northeast of Glasgow, establishing and developing partnerships with local schools, promoting cycle training to groups and individuals, carrying out project monitoring, evaluation, writing funding reports, and carrying out associated administration tasks including updating and responding to social media posts.
The post holder is key to ensuring the relationships between St Paul’s Youth Forum and our partners are positively maintained.
A crucial part of the role will be to work as part of the wider St Paul’s Youth Forum team to build referrals and add value to other projects and activities which we run, increasing overall engagement of the wider community and maximising the ways we can help fulfil local need. 
This post will entail some evening and weekend working. To undertake any other duties which may reasonably be regarded as within the nature of the duties and responsibilities of the post.
To apply, please email a completed application form or a CV and a detailed covering letter outlining why you meet the job description and person specification to: ricky@stpaulsyouthforum.co.uk

Closing date for applications: Friday 5 January at 12 noon. Interviews to be held on 12 January 2023.
Key Responsibilities
Main aspects of the role 
· Oversee the day-to-day running of the On Bikes Bikeability programme 
· Coordinate and deliver training across the northeast of Glasgow
· Establish and develop partnerships with local schools
· Promote cycle training to groups and individuals
· Carry out project monitoring and evaluation using Upshot – a database system
· Provide written management and funder reports on the progress of your project based on the required outcomes and outputs
· Maintain and adhere to all health and safety guidelines including carrying out risk assessments
· Completion of relevant paperwork i.e. keeping records of training delivered
· Required to attend funder meetings and provide reporting and data updates 
Operational Management and Partnerships
· Liaise with schools, community groups and other organisations to enable Bikeability programmes to take place
· Maintain and further develop effective working relationships with public, private and third sector stakeholders and wider community networks
· Effectively communicate and build positive working relationships with partners, participants, staff, volunteers and trustees 
Financial responsibilities
· Identify, complete and report on funding applications as required, whilst liaising with and building meaningful relationships with funding bodies
· Ensure all financial systems and controls are followed, including the preparation and issue of invoices, to ensure that all activities operate efficiently and effectively
General Conduct 
· Be polite, approachable, and helpful
· Show enthusiasm and promote positivity and inclusivity
· Maintain confidentiality regarding SPYF business, participants, and volunteers 
· Undertake relevant training when necessary
· Undertake any other duties commensurate with the status of the post as directed by the SPYF Active Manager
Policies and Procedures
· Ensure that SPYF Board policies, operational procedures, strategies and objectives are implemented 
· Deliver the outputs and targets in the SPYF Board Business Plan and ensure that On Bikes is meeting the aims and objectives of the Board and its stakeholders
· Ensure that all On Bikes participation projects are managed in compliance with all relevant legislation
· Ensure that the Health and Safety Policies and organisational arrangements and procedures are understood, implemented and monitored
· Manage, observe, and promote equal opportunities, customer care, and equality and diversity policies and produces, including those for child protection and for vulnerable persons
· Ensure that all activities operate in line with our charity and other statutory requirements
Marketing and Administration
· Keep up-to-date records on Upshot of participation in all programmes, including registers and feedback forms
· Distribute certificates to Bikeability participants upon the successful completion of programmes
· Play an active role in weekly team meetings, line management meetings and annual appraisals
· Carry out associated administration tasks including updating and responding to social media posts 


	Person Specification


 
	Attributes
	Essential (E) or Desirable (D)

	Qualifications
· Bikeability Level 4 qualification
	
E

	Work Experience 
· Relevant experience of delivering Bikeability training
· Experience of publicising and promoting projects including use of social media
· Experience of working unsupervised
· Experience of carrying out project monitoring and evaluation
· Experience of working with young people
	
E
E

E
E
E

	Knowledge and understanding
· Experience of managing and monitoring of a project budget
· Experience of working with people from areas of deprivation and a good understanding of issues local people may face
· Cycling experience – a confident cyclist who is willing to work outside in all weather
· Knowledge and understanding of working in an education or schools environment
· Knowledge and understanding of H&S and writing of Risk Assessments
	
E
E

E

D

E

	Skills, Qualities and Behaviours
· Communication: Confident and clear verbal and written communication
· Relationship management: Ability to work collaboratively, and develop and maintain relationships with people of all ages and stages
· Decision making: Ability to assess information and make and communicate sound pragmatic decisions.
· Ethos and values: Commitment to the organisation’s ethos and understanding/empathy with the needs of vulnerable individuals
· Flexibility: Ability to work with the needs of the organisation and its clients as required.
	E
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