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Job Description: 	Office Administrator
Salary: 		£26,200 per annum FTE
Location: 		Home Based
Reports to: 		Head of Quality
Hours of work: 	0.5 FTE flexible working offered
The Bikeability Trust
The Bikeability Trust’s purpose is to ensure that all cycle training is delivered to a gold standard, inspiring everyone to cycle with competence and confidence.  
We are: 
· Expert: The Trust has successfully administered the Bikeability programme on behalf of government since 2018, delivering high-quality delivery guides and instructor training, and our workforce has thousands of years combined experience teaching people to cycle. 
· Inspiring: Every rider completes our training feeling able, confident and motivated to cycle safely on the roads for short journeys. Transforming the traditional image of cycling to an everyday, everyone activity.   
· Quality focussed: Our instructors deliver high-quality, consistent and standardised cycle training. We aim to ensure that every rider achieves the same outcomes to the same standard, taking into account their individual capabilities, including special educational needs and disabilities (SEND). 
· Inclusive: We take action to reduce barriers to participation, support underrepresented groups and ensure that anyone who wishes to access Bikeability cycle training is able to do so, and cycling is seen as an activity for all.  
· Efficient: Our delivery programme offers value for money and is delivered in an economic, proportional and efficient way. 
· Influential: We share our evidence of the impact of cycle training across a variety of sectors (transport, education, environment, health, leisure, etc) and work collaboratively with stakeholders, partners and commercial organisations to achieve our vision and influence behaviour change.

The Role

This role plays a key support for the whole of the Bikeability Trust, but mainly working with the Training and Quality team who are responsible for communications from the public, managing training, Get Cycling in Schools programme, quality, complaints and serious incidents. 




Responsibilities 
· Ensuring the Bikeability Trust contact email address (contactus) is effectively monitored and managed.
· Responding to enquiries made to The Bikeability Trust via phone and email. 
· Booking travel and accommodation
· Assist with administrative tasks linked to complaints processing.
· Maintain effective filing and management of shared documents.
· Ensure all systems and procedures are in line with best practice and relevant legislation including GDPR.
· Support executive team as required.
· Assist in the organisation of external quality assurance visits and mentoring.
· Assist with database administration.
· Take on other administrative tasks as agreed with line manager.
Person specification
The successful applicant will: 
· Be self-motivated and able to work independently and as part of a team
· Be able to prioritise own workload in consultation with line manager
· Have excellent organisational and administrative skills
· Have experience of using Microsoft Office Suites, Word, Excel, Outlook etc.
· Have good standard of written and oral communication skills.
· Be customer orientated
· Have an eye for detail and able to check for accuracy
We value staff and a range of experience at the Bikeability Trust, so the person specification is a guide to the skills. We encourage diverse applicants and transferable skills. 
The package 

The Bikeability Trust offers the right candidates a competitive salary and: 
· Bikeability instructor cycle training (Level 2 Award) 
· Generous contributory pension scheme 
· 38 days annual leave (including public holidays). 
· Training and development opportunities including conferences, shadowing opportunities and training courses 
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