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Bikeability Programme Administrator (Maternity Leave Cover)

Salary: £28,860 - £33,120 pro rata - dependent on experience

Hours: Full time 37hrs per week
            (Suitable for office based, or office/home hybrid working)

Thank you for your interest in Cycle North.

Based in the HEART Centre in Headingley, north Leeds, Cycle North is a cycle activity provider running Bikeability sessions in schools in Leeds, Wakefield, Rotherham, Doncaster, Sheffield and Kirklees, on behalf of each area’s local authority. The majority of our work is in primary schools with pupils in years 5 and 6. We also run an adult training programme.
We have a management team of 7 staff administering this provision, working with a team of 76 instructors delivering the training in schools. 

We are currently seeking to appoint a Bikeability Programme Administrator to work as part of the Cycle North Management team to cover for the Sheffield area manager’s upcoming maternity leave. 

We are looking for an enthusiastic individual, ideally educated to degree level or equivalent, who is committed to cycling, with excellent communication and organisation skills. Preferably with experience of working with schools and local authorities and other relevant partners. You will also be very enthusiastic about the role and cycling, have the ability to motivate others, and be confident in using office IT applications. 

The following items are included:
· An application form
· A job description, outlining the job purpose, principal responsibilities, key tasks
· A person specification, stating the essential and desirable skills and experience required for the job

Please email your completed application form to Andrew Crossley, andrew.crossley@cyclenorth.co.uk, or send it by post to the above address. Please feel free to submit your CV in support of your application. Closing date for applications is Friday 6th November, 6pm.

Good luck with your application.

Andrew Crossley
Bikeability Training Manager
andrew.crossley@cyclenorth.co.uk    Mobile: 07504 282133

Job Description & Person Specification for
Bikeability Programme Administrator

We are looking for a positive, energetic person to join our small team managing the delivery of Bikeability Cycle training and other cycling activities in West and South Yorkshire. 


Salary and employment conditionsA fixed-term contract to provide maternity cover, terminating on the return of the substantive post-holder. It is expected that this will be for a period of 11 months, from December 14th 2026 to November 5th 2027. 


This is a full-time, fixed-term maternity cover post of 37 hours per week. The salary is £28,860–£33,120 per annum, dependent on experience. The role is suitable for office based, or office/home hybrid working, based out of our office in Headingley, Leeds.

Job Description

Purpose

To support and develop the Bikeability training and cycling activities programme in a South Yorkshire for Cycle North. Initially working closely with the current South Yorkshire Area manager.  

Key Job Tasks

•	Management and administration of the Cycle North Bikeability programme, including taking bookings, liaising with schools and instructors, and working closely with the Cycle North Training Manager and Council partners.  
•	Develop and expand our work with schools in South Yorkshire.


Additional administration responsibilities

•	Support the Training Manager with the day to day administration of the Bikeability schemes. 
•	Keep accurate records of all communications and tracking of information in databases and spreadsheets.
•	Maintain records and paperwork relating to training delivery	
•	Taking responsibility for resolving problems where they occur.
•	Collating feedback and information on delivery performance.
•	Support instructors by ensuring they have all necessary information and resources to run training, activities and events effectively.
•	Assist with checking of invoices and associated financial record keeping.

 

Person Specification

The ideal candidate will be able to demonstrate they possess the following:

Skills and attributes

· Strong organisational and administrative skills, including maintaining accurate records, using spreadsheets and managing programmes.
· Positive, energetic and optimistic, with the ability to work effectively as part of a small team.
· Able to build and maintain positive working relationships with a wide range of staff, instructors, clients and external stakeholders.
· Confident user of Microsoft Office and other common office software packages.
· Excellent written and verbal communication skills, with good attention to detail.
· Strong project management skills, with the ability to plan, deliver and monitor work to agreed timescales, quality standards and budgets.
· Able to support, motivate and work constructively with colleagues.
· Educated to degree level, or able to demonstrate equivalent experience through work.(Desirable)
· A strong background in education and/or youth development. (Desirable)

Experience
· Experience of coordinating projects, programmes or services, including planning activities, managing schedules and meeting targets.
· Experience of using databases, booking systems or programme management systems
· Experience of working with schools and/or local authorities.
· Knowledge and experience of providing support for education and training programmes.

Special Knowledge & Skills
· Interest in cycling.
· Knowledge of Bikeability and national standard cycle training (Desirable)
· 
	
Other Requirements
· Act on own initiative and take responsible decisions	
· Willingness to work flexible hours on occasion and to travel to the office as required.
· A full clean driving licence (Desirable)
.

Job Dimensions
The post holder will be responsible to the Cycle Training Manager and General Manager.


Application Form

	Position applied for: Bikeability Programme Administrator


	Where did you see the vacancy advertised or from whom did you hear about the post?





Personal details
	Title:
Name:                                                              Surname:

	Address:




	Post code:

	Home telephone:

	Daytime telephone:

	E mail:

	National Insurance Number:


	Can you confirm that you have the right to work in the UK? Yes/No



	Please briefly give some indication of when you would be able to commence this post: 





Qualifications - Secondary and Further Education
(Please provide a summary)
	From
	To 
	Name of Institution
	Subject
	Level
	Grade

	








	
	
	
	
	







Professional Training - including National Standards Instructor details if applicable: 
	From
	To
	Name of Institution
	Qualifications

	




	
	


	



Current/Last Employment
	Job title:


	Name and address of Employer:




	Date started:

	Salary

	Main responsibilities: 






	Notice period required:




Details of previous employment (paid or unpaid) in the last ten years: (Please complete in chronological order)
	Name and address of Employer
	Job Title
	From
	To 
	Salary
	Brief description of duties and reason for leaving

	




	
	
	
	
	

	




	
	
	
	
	

	




	
	
	
	
	

	



	
	
	
	
	




Skills and Experience: The information you provide in this section is important in assessing your application. Please use this space to state the reasons for applying for this post, relating all your experience (paid or unpaid), Achievements, skills and personal attributes relevant to the person specification for the job. We are particularly interested in any directly relevant experience, e.g. project management, administration, cycling, training and working with young people. If necessary please continue on a separate sheet.
	













	Hobbies and Interests 
Please describe how you occupy your leisure time:




	Rehabilitation of Offenders Act 1974
Have you ever been convicted of a criminal offence?
YES / NO
If “Yes”, you will be asked to complete a Criminal record declaration form if you are considered for this role following an interview.
For some vacancies all convictions must be declared.



References
Please give names and addresses of two people from whom a reference can be obtained. One of them should be your present or last employer.
	Name and Address: 


	Name and Address:

	Email address:

Telephone:

Title/ Position:

Relationship to Applicant:

	Email address;

Telephone:

Title/ Position:

Relationship to Applicant:





Declaration
I certify to the best of my knowledge that the information given within this application form is correct. I understand that any false information given may render an offer of employment invalid and lead to termination of employment.


Signed:	______________________________________________________

Date:		________________________
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Please email your completed application form to Andrew Crossley, andrew.crossley@cyclenorth.co.uk, or send it by post to Cycle North, HEART, Bennett Rd., Headingley, Leeds LS6 1AB.

Closing date for applications is Friday 6th November at 6pm.
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