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Walk Wheel Cycle Trust | Job description
Role description
· Job Family: Network Development (Level 3)
· Salary: Grade F
Location: South of England. Within easy access to Bristol office is preferable, but not essential.   
· Line manager: Network Development Manager, Delivery
· Department / Team: Delivery / NCN
Role summary
The NCN Delivery Project Officer plays a vital role in supporting and delivering infrastructure projects in line with organisational goals and compliance standards. Working closely with team managers, the role holder provides essential support across project management, community engagement, stakeholder collaboration, and operational delivery. They contribute to the success of active travel projects and assist in developing new opportunities while ensuring high-quality outcomes.
The role holder may occasionally work on non-NCN (National Cycle Network) projects that are aligned to Walk Wheel Cycle Trust’s mission.
Key responsibilities
Project Management:
· Support managers to project manage, working within established procedures to provide a range of support on infrastructure projects. This may include planning and organising tasks to ensure project deadlines/client expectations are met; project documentation; and monitoring compliance with ecological, climate change and equality standards.
· Role holders may have responsibility for delivery of specific, low risk projects.
Community Engagement / Collaborative Working:
· Contribute to the planning and delivery of community engagement activities and events. 
· Contribute to external facing discussions with strategic and delivery partners.   
· Respond independently to enquiries, queries and issues from external contacts and volunteers.
Communicating with and Influencing Partners:
· Engage with internal and external partners, volunteers and stakeholders in the course of project delivery (e.g. managing incoming communications, ensuring external enquiries are dealt with in a timely fashion, providing approved information, participating in project meetings and assisting in steering group meetings).
Analysis, Reporting and Documentation:
· Quantitative and qualitative data analysis and reporting into senior colleagues. This may include site visits to conduct surveys / technical analysis.
· Writing sections of reports and studies under the direction of more senior colleagues in the team.
· Using ArcGIS or similar software to create maps and analyse spatial data.  
Strategy and Business Development:
Contribute to sections of bid writing at the direction of more senior colleagues in the team. 
Contribute to the development of new ideas and business opportunities.



Person specification
Specific qualifications or experience required
3 years' work experience in a relevant field (Geography, infrastructure, transport planning, town planning, sustainable transport, technical project management).
Experience of project management.
Specific/technical knowledge required
Awareness of and ongoing learning of the principles and standard practices within active travel infrastructure.
Understanding of active travel network design and good practice, and its implementation. Knowledge of design standards in England/Scotland/Wales/NI as applicable.
Competent ability to use design packages and mapping software e.g. ArcGIS, Photoshop, InDesign, SmartSheets.
Competence in the use of MS Office and databases.
Knowledge of Customer Relationship Management software.
Skills and abilities
Experience of managing small clearly defined projects.
Understanding of how to follow the project management framework.
Experience of working as part of a team. 
Experience of building meaningful and collaborative relationships with stakeholders, the public sector and volunteers.
Excellent verbal and written communication skills including effective negotiation skills.
Ability to manage own workload, working to tight deadlines and managing own tasks across multiple projects.
Proven analysis and problem solving capabilities.

This document does not form part of the contract of employment but does outline our expectations. If we need to amend this document in the future we will consult with the post holder before doing so. 



We make it possible for everyone to walk, wheel and cycle.
Because it changes everything. Our health. Our wellbeing. Our world.
www.walkwheelcycletrust.org.uk 
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Registered Office: Walk Wheel Cycle Trust, 2 Cathedral Square, College Green, Bristol BS1 5DD. 
T: 0117 926 8893. 
Belfast: T: 028 9043 4569. Caerdydd/Cardiff: T: 029 2065 0602. Edinburgh: T: 0131 346 1384. 
London: T: 020 7017 2350. With regional offices in: Birmingham, Bristol, Glasgow, Leeds, 
Manchester, Newcastle, Nottingham.
Walk Wheel Cycle Trust is a registered charity number 326550 (England and Cymru), 
SC039263 (Scotland) and 20206824 (Republic of Ireland)
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