[image: A grey and blue logo

Description automatically generated]
CYCLE PARK – VOLUNTEER & PROGRAMMES COORDINATOR
ROLES AND RESPONSIBILITIES
1. POSITION DESCRIPTION
Clyde Cycle Park (CCP) Volunteer and Programmes Coordinator (27 hours per week)
Part-time post of 27 hours per week with flexible working. Evening and weekend work may for part of normal hours. Salary is £21,691.80 per year (£15.45 per hour; £25,769.86 including NI and pension).  The post is offered for 12 months, with possible renewal or increased hours subject to performance and funding. Leave is four weeks plus eight bank holidays, pro rata, with a 5% pension contribution.
Responsible to: 
Chair of the CCP Board or designated Manager.
A bit about us: 
Clyde Cycle Park is a Scottish Charitable Incorporated Organisation developing a multi-use sport and leisure facility that supports community participation, competition and commuter cycling. The Park aims to improve health and wellbeing, increase access to cycling and outdoor activity, and create a welcoming space for local residents, schools, clubs, families and visitors. The organisation works with a range of partners and is governed by a Board of Trustees drawn from partner organisations and other relevant backgrounds. Further information is available on the existing Clyde Cycle Park website link in this document.
Applications: 
Please send a CV and application letter to recruitment@clydecyclepark.org.uk by 5pm on Friday 12th June 2026. Please feel free to contact us at this address for an informal conversation.
Volunteer & Programmes Coordinator role (summary): 
Clyde Cycle Park is recruiting a part-time Volunteer & Programmes Coordinator to coordinate the development and operation of the Clyde Cycle Park in running community cycling programmes. The role is suited to people who enjoy working with a wide range of communities and who can combine a hands-on approach with strong communication and organisational skills. Some of the key day-to-day deliverables of the role include:
· plan, coordinate and deliver CCP community activity programmes and events such as cycle courses and wellbeing activities.
· coordinate CCP staff and volunteers in delivering activities.
· ensure the safe and secure management of the cycle park site and facilities.
· develop and manage relationships/networks with stakeholders and local communities.
· contribute to the funding strategy of CCP and applications for funding.
· supporting management of CCP membership programme.
· coordinate the monitoring and evaluation of CCP activities.
· coordinate the operational management and administration of the CCP, including the establishment and implementation of administrative processes.
· report on operational activities to the Board.

2. KEY RESPONSIBILITIES 
Organisation of activities and events 
· coordinate the planning and organisation of activities and events 
· oversee the delivery of community cycling programmes  
· coordinate marketing and promotion through different media 
· coordinate the recruitment of coaches and volunteers, and volunteer training as required 
· coordinate support services required 
· coordinate registration of participants and information provision 
· oversee the safe and efficient running of events and other activities 
· oversee the set-up, take-down and storage of equipment for events/activities 
· coordinate and oversee coaches, sessional staff and volunteers in their designated roles.

Site management 
· ensure the Clyde Cycle Park site is maintained in clean, secure and safe condition
· keep equipment and facilities secure 
· ensure the CCP equipment is in good working order and kept tidy

Stakeholder engagement 
· collaborate regularly and proactively with other community organisations 
· produce high-quality content and promotional materials in print and on social media 
· keep participants, volunteers, local residents, community groups and stakeholders up to date on all CCP services, activities and opportunities. 
· raise the profile of CCP with potential referrers, partners, funders and communities 
Funding strategy 
· contribute to the development and implementation of the CCP funding strategy 
· support the monitoring and identification of potential funding opportunities 
Administration 
· contribute to the planning and administration of the Park 
· ensure good record-keeping 
· establish and operationalise administrative processes as required 
· keep files, records and database systems up to date 
· undertake monitoring and evaluation, reports and case studies as required 
Other 
· undertake any other duties and responsibilities agreed within the scope of the post.
· commit and adhere to the CCP’s values and principles, ensuring you are a team player with staff, volunteers and local residents, community groups and stakeholders 
· adhere to CCP standards, policies and procedures and operational plans at all times
· be accountable to the Board of Trustees and to local residents and communities
· deliver and maintain excellent standards of service at all times, 
· maintain and continually improve the quality of planning and delivery of CCP activities 
· support people in distress, manage behaviours, and ensure effective safeguarding at all times. 



3. PERSON SPECIFICATION 
Essential
· Experience delivering sports, leisure, cycling, youth, community or wellbeing activities with groups and individuals.
· Experience working with community organisations, participants, volunteers or partner agencies.
· Strong verbal and written communication skills, with the ability to engage positively with a wide range of people.
· Good interpersonal, facilitation and organisational skills, including the ability to manage a varied workload and respond flexibly to changing priorities.
· Confidence using basic ICT systems for communication, administration, record keeping and online content.
· Understanding of health and wellbeing, person-centred practice, inclusive group work and engaging diverse communities.
· A proactive, reliable and team-oriented approach, with commitment to sustainability, equality and high-quality service.
· Willingness to work flexibly, including some evenings and weekends, in line with programme needs.
Desirable
· Experience creating promotional materials, organising public events, facilitating workshops, or supporting communications and engagement activity.
· Experience using monitoring and evaluation tools, collecting feedback, or contributing to reports for funders or partners.
· Knowledge of Cambuslang, Rutherglen and neighbouring communities, and the opportunities and challenges affecting local participation.
· A clean driving licence and first aid experience or qualification.

Note: the post involves working with young people and vulnerable groups. Clyde Cycle Park will undertake checks with Disclosure Scotland.
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