

	Role Structure
	Role Details 

	Directorate:
	Economy & Environment

	Grade:
	HC07

	Location:
	Hybrid

	Responsible to:
	Principle Travel Plan Officer


Job Description
Travel Plan Coordinator
Transport Planning Service
	


Main purpose of the role

The post holder will be required to provide practical delivery and administrative support for travel planning and road safety across a range of educational settings in Herefordshire. 

	Key Duties and Responsibilities

	Frequency of Task

	· Assist the Principle Transport Planner and Travel Plan Technician with the delivery of school based active and sustainable travel initiatives and schemes to influence and change travel behaviour 
	· Daily

	· Bring a range of activities and initiatives tailored to the local setting such as (but not limited to) Mode shift Stars accreditation, event days and promotion and participation in local campaigns such as Clear Air Day, Walk to School Week and The Big Walk and Wheel.
	· Monthly

	· To assist with the development, promotion, co-ordination, and delivery of high quality school travel plans. Provide support for the implementation of actions and initiatives resulting from them.
	· Daily

	· To deliver behaviour change projects, including activities and training for children, parents and staff in schools across Herefordshire, to increase active travel mode share for the school journey.
	· Monthly

	· To work with internal and external stakeholders to support the implementation of School Streets.
	· Monthly

	· To provide training and support for school champions and school governors so that they are able to independently run activities to continue to promote and encourage active travel.
	· Monthly

	· To promote active travel as healthy and environmentally friendly methods of transport
	· Daily

	· Providing professional advice on sustainable travel matters to schools
	· Weekly

	· Undertake regular and affective liaison with internal colleagues to develop an effective and best value program of work such as education, health, climate change, highways, and transport etc

	· Weekly

	· Proactively encourage all schools to engage with Herefordshire Council for pedestrian and cycling training
 
	· Monthly

	· Keep up to date with local, national, and international trends in sustainable travel needs and feed best practice into the service highlighting improved outcomes and benefits for Herefordshire Council, the community, and the environment

	· Monthly

	· Assist with the development and implementation of processes/changes to legislation through training and service delivery

	· Monthly

	· Work in accordance with new Code of Practices, Legislation, Guidance etc. and assist the service in ensuring they are imbedded throughout
	· Daily

	· Facilitate the development, implementation, and monitoring of School Travel Plans throughout the County to increase active and sustainable travel for school journeys.
	· Monthly

	· Working within an agreed budget to develop, plan and deliver a rolling 12-month campaign of activities. Co-ordinate promotional campaigns and events targeting countywide schools to encourage sustainable travel on the journey to school and support national campaigns such as Walk to School.
	· Monthly

	· Identify priority schools and communities to work with on an annual basis and target resources accordingly using annual mode of travel census data and feedback from partners
	· Annually

	· Develop and produce resources for teachers, pupils and parents that support the School Travel Plan aims and objective and promote active travel to school.  

	· Termly

	· Undertake any other duties as required commensurate with the experience, training and grading of the post.

	· As needed


OFFICIAL

OFFICIAL

[image: ][image: ]OFFICIAL



[image: ]
Person Specification


	Requirements
	Essential or   Desirable
	Identified by

A – Application I – Interview

	Qualifications and Training

	· Microsoft Office, including significant expertise in MS Word, Excel (advanced), PowerPoint, Access and Outlook
	Essential
	A

	· Trained to at least GCSE Standard or equivalent experience
	Essential
	A

	Experience & Knowledge

	· Experience in working with children, parents, teachers, or the public

	E
	I

	· The ability to interact effectively with diverse public and private sector representation in promoting community-based initiatives

	E
	I

	· Experience of influencing and persuading a range of both internal and external stakeholders through presentations and meetings

	E
	I

	· Understanding of the principles of traffic management and highways safety

	E
	I

	· Demonstrable understanding of the primary and secondary education system

	D
	I

	· Demonstrable knowledge of active and sustainable transport issues in a community setting

	D
	I

	· Understanding of travel plan processes and objectives

	E
	I

	· Ability to act on own initiative

	E
	I

	· Ability to work both alone and as a team member

	E
	I

	· Ability to motivate self and others

	E
	I

	· Experience of contributing in multi-disciplinary project teams

	E
	I

	· A current valid driving license

	D
	A

	Skills and Abilities

	· Excellent standard of IT skills, including Microsoft Office, with significant experience of manipulation and analysis in Excel

	Essential
	A, I

	· Strong analytical skills, with the ability to interpret complex datasets and present findings clearly.
	Essential
	A, I

	· Ability to lead projects, manage workloads, and deliver to deadlines with minimal supervision
	Essential
	A, I

	· Ability to produce high quality, accurate work to tight deadlines

	Essential
	A, I

	· Confident verbal communication skills, with the ability to engage effectively with councillors, senior managers, partners, and members of the public.
	Essential
	A, I

	· Ability to organise own workload
	Essential
	A, I

	· Self-motivated and ability to use own initiative
· 
	Essential
	A, I

	· Ability to drive performance culture through effective team working
· 
	Essential
	A, I

	· Ability to work collaboratively across teams and services to embed transport priorities in wider organisational activity.
	Essential
	A, I







All council staff have a duty to promote the welfare of children, young people, and adults with care and support needs at risk of abuse and neglect who cannot take steps to protect themselves. Ensuring you attend mandated safeguarding children and safeguarding adults training to enable you to recognise the concerning behavior, know how to talk about it, and consent/duty to share information effectively. You will also learn about the legalities and procedures the social care staff can take.

Our Values and Behaviours

The council’s THRIVE core values are our guiding principles and beliefs that shape our culture and behaviour within the council. ​They help us to achieve our Council Plan vision “do our best for Herefordshire” acting as our DNA and the “way that we do things around here”.  We expect all colleagues to act as a role model by living our values and setting an example for others.  ​Our values strive to promote a thriving workforce by fostering a culture of trust, being honest and responsible, inclusive, valuing people and resources and leading with empathy. 

Trust - Developing and maintaining relationships based on a culture of transparency and open communication. Supported by integrity and the confidence that you are reliable and fulfil commitments.
Honesty - Demonstrating truthfulness, integrity, and transparency in all communications, decisions, and relationships. Being trustworthy, reliable, and accountable for your actions. Acting with sincerity and fairness, even in challenging situations.
Responsibility - Taking ownership of individual and collective actions, decisions, and delivering on commitments. Being reliable, fulfilling obligations and being accountable for outcomes and results. Proactively contributing to the achievement of your own, the team and council goals.
Inclusivity - Embracing diversity, equity and inclusion by recognising and valuing the unique perspectives, backgrounds and experiences of our staff, customers and residents. Creating an environment where every individual is valued, respected and can belong.
Value - Upholding high standards, ethics and integrity to guide our actions and decisions. Demonstrating commitment to creating and delivering value in our work by recognising and appreciating each other, our resources, processes, customers, community and environment.
Empathy - Demonstrating a genuine and caring understanding of others' feelings, perspectives, and experiences. Listening attentively, acting with compassion, supporting with respect and kindness and considering the impact of our actions on others.
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