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Project Officer – Active Journeys, East
Job description
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Walk Wheel Cycle Trust | Job description
Role description
· Salary: Grade F 
· Location: Norfolk, within reasonable travel distance from Kings Lynn, Thetford or Norwich  
· Line manager: Project Manager
· Department / Team: Active Journeys, South and East
Role summary

This is a fantastic chance to join the Walk Wheel Cycle Trust, working within the Active Journeys team as our new Project Officer, in Norfolk. 

As the Project Officer you will be required to deliver a variety of high-quality activities that make it possible for local people to walk, wheel and cycle. This will involve building and maintaining strong relationships with, and delivering to, a wide variety of stakeholders. This will support the Walk Wheel Cycle Trust’s aim to empower millions to travel actively for their health, their wellbeing and their world.

This role involves regular travel, with work taking place at different locations across Norfolk to support and deliver activities. You will also be required to work from home alongside joint-working spaces where needed. 
Key responsibilities
Responsibilities include: 
1. Building and maintaining relationships with a range of stakeholders over email, phone and in person.  
2. Planning and delivering practical or educational activities to communities across Norfolk, including to those with additional needs. Examples include: cycle confidence sessions, guided rides and walks, route planning, and active travel awareness events.
3. Planning and delivery of active travel initiatives in schools, this may include assemblies and curriculum-based lessons, and helping schools to update Travel Plans. 
4. Creating and using promotional material to increase the visibility of our work, including case studies. 
5. Contributing to comprehensive monitoring of the project including through surveys, case studies, and activity monitoring. 
Person specification
Specific qualifications or experience required

Experience of planning and delivering projects, activities or events. 
Experience of stakeholder management. 
Experience of delivering to, or working with, stakeholders from various backgrounds.  
Experience of monitoring a project, activity or event.
Specific/technical knowledge required
· Understanding of active travel issues facing disadvantaged communities.
· Knowledge and understanding of behaviour change theories and tools including the COM-B model
· Experience of health and safety management including risk assessment procedures.
· Knowledge of safeguarding and data handling principles and best practice.
· Competence in the use of Microsoft Office applications.

Skills and abilities
· Experience of working as part of a team and building meaningful and collaborative relationships.
· Excellent verbal and written communication skills, including presentation and report writing skills.
· Proven problem-solving skills (analytical and proactive).
· Ability to manage own workload, working to tight deadlines and managing own tasks across multiple projects.
· Ability to motivate others. Ability to quickly adapt to new online systems and processes.
· It would be beneficial to hold a current full UK Driving Licence. 



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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