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Network Planning Officer, NCN planning
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Role description
· Salary: Grade F
· Location: England
· Line manager: Senior Network Development Manager, NCN Planning  
· Department / Team: Delivery/ NCN
Role summary
The Network Planning Officer, NCN Planning, provides planning, evidence and coordination support for the development and implementation of the Network Development Plan (NDP) in England. 
Working under the direction of Network Development Managers and the Senior Network Development Manager, the role supports externally funded feasibility studies, NDP validation, route and corridor evidence, and the triage of enquiries relating to the National Cycle Network (NCN). 
The role holder will collect, check and analyse route, spatial, project and stakeholder information; maintain accurate project and NDP records; support consultation and validation activity; and help ensure that opportunities for third-party investment in the NCN are captured and progressed appropriately. 
The role will provide officer-level capacity within the England NCN Planning team. Network Development Managers will retain responsibility for planning judgement, investment prioritisation, complex partner relationships and higher-risk decisions. 
This role is important to the Trust’s ability to maintain reliable NDP evidence and develop a coherent, evidence-led pipeline of projects to improve and extend the NCN.


Key responsibilities
· Provide planning and evidence support to feasibility studies and other early-stage infrastructure projects across England. 
· Collate information on the relevant route, corridor, settlements, destinations and wider active travel network. 
· Check relevant NDP data, issue records, previous studies and project information. 
· Support the development of clear project problem definitions and statements of need. 
· Review and record known barriers, gaps, crossings, severance and route-quality issues. 
· Gather relevant information from local transport plans, Local Cycling and Walking Infrastructure Plans, planning documents and other appropriate sources. 
· Prepare evidence packs, maps, tables and other planning inputs for feasibility studies. 
· Record project assumptions, risks, dependencies and gaps in available information. 
· Maintain clear and consistent project documentation, records and decision trails. 
· Help ensure that feasibility work is linked to the NDP, corridor priorities and future investment pipelines. 
· Support project and programme reporting for externally funded deliverables and internal performance measures. 
· Undertake site visits, route reviews or basic surveys where required, working within agreed procedures and risk assessments. 
· Escalate complex technical, prioritisation or partner-related matters to the relevant Network Development Manager or Senior Network Development Manager. 
 
 
 
 
 
NDP validation and data quality 
· Support the validation and continuous improvement of the Network Development Plan. 
· Check, update and maintain NDP issue records and associated project information. 
· Support regional NDP validation exercises under the direction of Network Development Managers. 
· Undertake data cleansing, quality checks and consistency reviews. 
· Assist with GIS checks, mapping and spatial analysis using agreed systems and processes. 
· Compare NDP information with other relevant datasets and source documents. 
· Support consultation with internal teams, local authorities, partners and volunteers where this is required to validate NDP information. 
· Maintain clear records of validation activity, evidence sources and decisions. 
· Help identify links between NDP issues, existing projects, third-party proposals and potential future programme activity. 
· Identify and escalate discrepancies, complex route questions or matters requiring professional planning judgement. 
· Contribute to the development of consistent NDP validation methods, templates and guidance. 
 
 
External enquiries and third-party investment triage 
· Support the management of enquiries relating to the NCN from local authorities, landowners, partners, members of the public, third parties and internal colleagues. 
· Log, categorise and maintain accurate records of enquiries and responses. 
· Respond to straightforward enquiries using agreed policies, templates and guidance. 
· Gather relevant route, project and stakeholder information before an enquiry is escalated. 
· Identify enquiries involving significant risk, route change, safety concerns, legal issues, reputational considerations or investment decisions and escalate these promptly. 
· Direct enquiries to the appropriate Network Development Manager, Senior Network Development Manager or specialist internal team. 
· Help ensure that third-party projects, funding opportunities and proposed works affecting the NCN are captured in the appropriate planning and programme systems. 
· Monitor agreed actions and support timely follow-up with colleagues and external contacts. 
· Contribute to improving the consistency and efficiency of the external enquiries process. 
 
Collaborative working and consultation 
· Work collaboratively with colleagues in NCN Planning, Delivery, Infrastructure, Engagement, Partnerships, Ecology, SIE, and other relevant teams. 
· Support Network Development Managers in preparing for meetings and engagement with local authorities, combined authorities, landowners and other partners. 
· Attend project, programme, partner and community meetings where appropriate. 
· Prepare meeting materials, maps, evidence summaries, notes and action records. 
· Support consultation and engagement activity connected with feasibility studies and NDP validation. 
· Help collate, analyse and record feedback received through consultation and engagement. 
· Support appropriate involvement of volunteers and communities, working with relevant colleagues and following the Trust’s agreed engagement processes. 
· Build constructive working relationships while recognising when matters require escalation or senior representation. 
· Share information clearly and consistently with colleagues and partners. 
 
 
Analysis, reporting and documentation 
· Collect and analyse qualitative and quantitative information from plans, datasets, reports, surveys and other source documents. 
· Prepare clear written summaries, briefing notes, tables, maps and presentation materials. 
· Contribute evidence and information to technical reports, feasibility studies, programme reports and funding submissions. 
· Maintain project records and document-management systems. 
· Support the preparation of internal and funder reporting, including the checking of relevant project and NDP information. 
· Apply appropriate version control and file-management procedures. 
· Ensure that evidence sources, assumptions and information gaps are clearly recorded. 
· Handle data and information in accordance with the Trust’s policies, including data protection and information-management requirements. 
· Support audits and reviews of project information and technical documents. 
· Identify where specialist analysis or advice is required and refer this to the appropriate colleague or team. 
 
General team support 
· Support the Senior Network Development Manager and Network Development Managers with defined planning, administrative and coordination tasks. 
· Assist with meeting preparation, agendas, papers, minutes and action tracking. 
· Help maintain programme calendars, work plans, trackers and reporting information. 
· Contribute to the consistent use of templates, guidance and agreed planning processes across England. 
· Support improvements to team systems, workflows and documentation. 
· Plan and manage assigned work to meet agreed deadlines and quality requirements. 
· Keep the relevant manager informed of progress, risks, capacity pressures and issues requiring decisions. 
· Participate in team meetings, training and professional-development activity. 
· Undertake other duties appropriate to the grade and scope of the role. 




Person specification

Specific qualifications or experience required
· A degree or equivalent qualification in transport planning, urban or spatial planning, geography, sustainability, data or GIS, infrastructure, environmental studies or another relevant discipline; 
OR 
· Equivalent relevant experience gained in transport, planning, active travel, infrastructure, sustainability, local government, consultancy, the voluntary sector or a related field. 
· Experience of collecting, checking, organising and presenting information from a range of sources. 
· Experience of maintaining accurate records, databases, trackers or project documentation. 
· Experience of contributing to projects or programmes involving multiple tasks, stakeholders or information sources. 
· Experience of producing clear written work for colleagues, partners or other audiences. 

Specific/technical knowledge required
· An understanding of, or demonstrable interest in, active travel, transport planning, spatial planning or infrastructure development. 
· Awareness of the principles of active travel network planning and the role of walking, wheeling and cycling infrastructure. 
· An understanding of the role of local authorities, combined authorities and other organisations involved in transport and spatial planning. 
· Awareness of the purpose and use of feasibility studies in the development of infrastructure projects. 
· An understanding of data-quality, record-management and document-control principles. 
· Ability to interpret maps and spatial information. 
· Experience of using GIS or mapping software, or the willingness and ability to learn. 
· Experience of using databases, project-management systems or structured trackers, or the willingness and ability to learn. 
· Competence in Microsoft Office applications, particularly Word, Excel, PowerPoint, Outlook and Teams. 
· Awareness of equality, accessibility, environmental sustainability and health and safety considerations relevant to active travel and infrastructure projects. 
· An understanding of project and programme reporting systems, or the willingness and ability to develop this knowledge. 

Skills and abilities
Strong organisational skills and the ability to plan and prioritise work across several concurrent tasks. 
• A methodical approach and strong attention to detail. 
• Ability to collect, interpret and summarise qualitative and quantitative information. 
• Ability to identify inconsistencies, missing information and matters requiring further investigation. 
• Clear and effective written and verbal communication skills. 
• Ability to produce concise, accurate and accessible reports, briefings and correspondence. 
• Ability to work collaboratively with colleagues from different professional disciplines. 
• Ability to communicate appropriately with external partners, stakeholders and members of the public. 
• Sound judgement, including the ability to distinguish between straightforward matters and issues requiring escalation. 
• Ability to work independently within agreed procedures while seeking guidance when required. 
• A practical and constructive approach to problem solving. 
• Ability to manage confidential, sensitive or potentially contentious information appropriately. 
• Ability to adapt to changing priorities and contribute positively during periods of high workload. 
• Commitment to inclusive working and to considering the needs of people with different backgrounds, abilities and experiences. 
• Willingness and ability to travel and undertake site visits where required. 


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.
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