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Job description and Person Specification

AtoBetter Engagement and Events Officer

	Department 
	Growth and Investment

	Service 
	Sustainability, AtoBetter 

	Grade
	B

	Reports to
	Sustainability Manager via AtoBetter Project Lead.

	Responsible for 
	Support the planning and delivery of sustainable travel events and activities on behalf of AtoBetter across a range of locations in Norfolk.

	Job reference
	10662



	Job Purpose 

	To assist with the delivery of sustainable and active travel projects, AtoBetter are seeking Engagement and Events Officers. This post will directly support the planning and delivery of sustainable travel events and activities on behalf of AtoBetter across a range of locations in Norfolk. 

Responsibilities:
1. Event Planning and Delivery: Help with all aspects of event planning and delivery such as creating, delivery plans and promotional materials, as well as supporting and/or leading events on the day.
2. Community Engagement: Build relationships with AtoBetter residents and stakeholders to promote sustainable travel options. Look for collaboration opportunities.
3. Feedback Collection: Gather feedback from event attendees to better understand their needs and feedback about sustainable transport.
4. Information Sharing: Educate the community about sustainable transport solutions, benefits, and available resources.


	Context 

	The AtoBetter project supports the uptake of sustainable travel options on new residential housing developments. The project works with communities across Norfolk to explore alternative opportunities to travel sustainably and actively, through reducing reliance on the car whenever possible. 

AtoBetter plan and/or deliver a range of sustainable travel interventions, by working with local partners, including, but not limited to the following: 
· Dr. Bike 
· Lead cycle rides and walks 
· Learn to fix bike workshops 
· Community and stakeholder engagement 
· Cycle training 
· Surveying (data collection)
· Route auditing 

An understanding, and experience in some of the above would be an advantage, however training will be provided. 

Key tasks will include: 
Event Planning:
· Support on developing event schedules and plans.
· Distribution of promotional materials for events.
· Support/lead on coordinating logistics, such as venue booking and equipment setup where required
Event Delivery:
· Support and lead events on the day.
· Ensure smooth execution of planned activities.
· Address any issues that arise during events.
Community and Stakeholder Engagement:
· Build and maintain relationships with residents and stakeholders.
· Seek collaboration opportunities with community groups, local businesses, and organisations.
· Raise awareness about sustainable transport initiatives.
Feedback and improvement: 
· Support the design and distribute feedback forms or surveys at event/activities 
· Seek out feedback from participants to support the improvement for future interventions and activities  
· Report findings to the wider team to inform future events and initiatives.
· Suggest and implement improvements to enhance event effectiveness and community impact.
Information Sharing:
· Educate the community about sustainable transport solutions and benefits.
· Provide information on available resources and how to access them.
We want to hear from you if you have an interest in active and sustainable travel, are keen to work with communities and are passionate about helping the people access a range of travel option suitable for them.  




	Accountabilities 

	Support AtoBetter team develop and manage event schedules, create promotional materials, and coordinate logistics. Complete and circulate event plans, communicate with delivery providers and stakeholders to ensure all activities are well-organised and promoted.


	Support sustainable travel events in Norfolk on the day, ensuring smooth execution. Working as part of a delivery team made up of Norfolk County colleagues and/or delivery partners. You help create positive event experiences that engage the community and encourage sustainable travel in our communities. 


	Support active travel activities in schools and workplaces engaging with the employees, staff and students. Gathering feedback and sharing information to support positive behaviour change.  


	Work with the wider AtoBetter/Norfolk County team to identify opportunities to update, improve or change our events, activities and processes to make them better. 


	Build and maintain relationships, seek collaboration opportunities, and raise awareness of AtoBetter and sustainable travel. To enable residents, community groups and delivery partners to participate and support sustainable travel.


	Support on sharing/educating our communities about sustainable transport solutions, provide information on resources to residents and the public. Increasing awareness and knowledge about the benefits and availability of sustainable transport options.


	To actively engage development and training to support the role, including all mandatory Norfolk County Council training requirements and completion of timesheets. 


	Ensure that you, the postholder, and Norfolk County Council are using correct GDPR practices at all times when gathering, storing and processing personal data.




	Person Specification


	Qualifications:

	Essential
	Desirable

	5 GCSE’s or equivalent 

	

	Knowledge/Experience:

	Essential 
	Desirable 

	
	Experience in supporting/leading the planning, delivery and coordination of events. 


	
	Experience in supporting/leading on sustainable travel projects/interventions. 


	
	Experience in community/workplace/stakeholder engagement.


	Skills:

	Essential
	Desirable

	Interpersonal Skills – ability to build relationships with community members and stakeholders.  

	

	Communication Skills – ability to communicate clearly and effectively with a range of audiences.

	

	Organised – confident in planning, leading and delivering events and activities. Including coordinating delivery partners, attendees and other team members. 

	

	Sustainable Travel – ability to demonstrate an understanding or personal interest in sustainable travel.

	




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	
Due to the nature of the role weekend and evening work is required. This will often take place outside and may include working in adverse weather conditions. 




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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