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Walk Wheel Cycle Trust | Job description
Role description
· Salary: Grade G 
· Location: UK-wide  
· Line manager: National Cycle Network Director
· Department / Team: Delivery / NCN
Role summary
The post holder will provide support across the National Cycle Network directorate, helping to maximise efficiency in programme and data management as well as internal communications. They will support the component teams of the NCN Directorate (Delivery, Planning and Engagement) as well as directly supporting the Director with portfolio tasks, complementing the work of the Delivery Coordination Office and Planning, Governance and Assurance Directorate.
Key responsibilities
1. To support delivery by ensuring that programmes are set up in line with the Delivery Framework and managed accordingly.
2. To liaise with colleagues in the Delivery Coordination Office and Planning, Governance and Assurance to ensure key milestones are planned and progress against plan is monitored.  
3. To assist in management and maintenance of key portfolio documentation, establishing and overseeing a central filing system for the directorate. 
4. Overseeing internal communication platforms on behalf of the directorate such as internal Toucan pages and triaging public enquiries. 
5. To work with the Planning department to support decision making processes ensuring these align to wider strategic goals 
6. To support internal and external reporting.
7. To plan and facilitate key department meetings, events and workshops, planning and reviewing and ensuring timely distribution of papers, invitations and associated processes as well as recording and follow up on assigned actions.
8. To provide technical assistance and coaching on information management systems to colleagues across the Directorate to ensure consistent implementation and uptake.
Person specification
Specific qualifications or experience required
· Experience of sharing evidence and impact through written reports and presentations to update and maintain relationships with key funders.
· A proven track record in supporting complex and high risk programmes of delivery across multiple nations and political environments.  
· Experience in project management. 
· Strong experience in building and maintaining effective partnership working at all levels. 
· Risk management experience.
· Budget management experience.
· Report writing experience.
· Experiencing in developing and delivering training.
Specific/technical knowledge required
· Understanding of best practice project and programme management.
Skills and abilities
· Ability to identify barriers to effective project/programme management and design solutions to improve efficiency. 
· Excellent verbal and written communication skills. 
· Excellent presentation skills. 
· Excellent report writing skills. 
· Strong analytical skills. 
· Ability to build and develop constructive working relationships with key contacts across a dispersed organisation.
· Ability to work under tight timescales.
· Ability to plan and prioritise own workload and work independently.

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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