
 
 

 

Marketing and Events Programme Manager 

 

Job description and responsibilities 
 
Reports to: Head of Engagement  

Direct Reports: None 

Indirect reports Agencies and suppliers 

Location of Role: Guildford Head Office, with occasional work at our London office 

Contract: 

Salary:  

Permanent 

£32,000 

 

Purpose of Role: 
Cycling UK is focused on cycling – we get more people to try cycling and support those who 

already ride. We recognise that cycling is a vital ingredient to create happier, healthier 

communities and is the solution to many of today’s problems – such as poor physical and 

mental health, pollution levels and travel congestion, plus it’s fun and sociable too. 

 

Only 2% of all trips are taken by bike; three times as many men cycle compared to women, and 

just 2% of children cycle to school. We want to change these levels and support a growing 

social movement, passionate about making it easier for more people to get out and ride a bike. 

 

By changing attitudes and engaging more people in our mission, we aim to get a million more 

people cycling by 2023. 

 

Scope of Role: 
This new role has been created at an exciting time of growth and development for Cycling UK. 

Sitting within the Engagement and Influence Directorate, the Marketing and Events Programme 

Manager will be responsible for managing some of the charity’s key national cycling 

awareness-raising campaigns, including national Bike Week and Women’s Festival of Cycling. 

This role will manage marketing promotions as well as event activity, in order to engage key 

target audiences, influence decision makers and contribute towards a million more people 

cycling. 

 

This role is key in identifying opportunities for Cycling UK to reach new audiences of people 

who are not yet cycling, creatively marketing projects to maximise their reach. It is an exciting 

opportunity to develop brand new activities and lead the growth of innovative projects. 

 

Specific Duties and responsibilities: 
1. Develop and deliver creative and targeted awareness raising campaigns that support 

the Engagement strategy objectives. 

2. Initiate partnerships and collaborations that will build support of awareness raising 

campaigns and maximise the reach. 

3. Project Manage from end to end, the key outputs of the campaigns, incorporating event 

management, marketing and digital promotions. Full Project Management will include; 

budget control, sourcing suppliers and venues, personnel management and managing 

relationships with partners, understanding the overall event expectations. 

4. Proactively work with the Communications team to ensure maximum reach of message 

to target audiences. 
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5. Manage the creation of all assets and printed materials needed for specific events, 

including online and offline. 

6. Manage all aspects of delivery including analysing the performance of campaigns 

against set KPI’s. 

7. Work with the Head of Engagement to implement an effective events programme, to 

include regional and national events across all four nations, activities and partnership 

opportunities, measuring impact and return on investment. 

8. Research and develop opportunities for Cycling UK to engage with audiences who don’t 

cycle or rarely cycle, to include marketing, communications, networking and events. 

9. Support the development of the workplace’s strategy, working with the Cycle Friendly 

Employer (CFE-UK) Project Manager and wider team to maximise promotional 

opportunities. 

10. Attend events as a representative of Cycling UK and undertake administrative duties as 

required. 

11. Evaluate the effectiveness of the awareness raising campaigns and contribute to 

regular reporting. 

12. Follow and abide by Cycling UK policies and procedures as detailed in the Staff Manual 

at all times including Health and safety, Equal Opportunities and Confidentiality.  

13. To act as an ambassador for Cycling UK at all times. 

14. Other duties as may be specified by the line manager from time to time. 

15. Some weekend and out of hours work may be necessary. 

 

 

This is a description of the job as it is presently constituted. It is the practice of Cycling UK to 

examine job descriptions from time to time and to update them to ensure they relate to the job 

as then being performed, or to incorporate whatever changes are being proposed.  This will be 

conducted in consultation with you. It is our aim to reach agreement on changes, but if 

agreement is not possible, Cycling UK reserves the right to insist on changes to your job 

description, after consultation with you. 

 

 

 

Job Holder: …………………………………………………………………  Date: …………………………….. 

 

Line Manager: ……………………………………………………………  Date: …………………………….. 

 

Personnel Manager: …………………………………………………..  Date: …………………………….. 
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Marketing and Events Programme Manager 
 

Person Specification 

  

Cycling UK is fully committed to the principles of equality of opportunity and is responsible for 

ensuring that no job applicant, trustee, employee, volunteer or member receives less favourable 

treatment on the grounds of age, gender, disability, race, ethnic origin, nationality, colour, parental 

or marital status, pregnancy, religious belief, class or social background, sexuality or political 

belief. 
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Minimum of 4 years’ experience working in a 

marketing and events role 

 

Demonstratable experience of strategic marketing 

 

Demonstrable experience of event management 

 

Demonstrable experience of targeting audiences  

 

Experience in collaborating with partner 

organisations and engaging supporters 

 

Experience in engaging with ambassadors and VIPs 

 

Experience in creating content and utilising a 

variety of marketing channels  

 

Experience of working with a range of software, 

such as InDesign, CRM systems and web platforms 

 

Experience in working to project management 

principles 

 

Experience in handling agencies and suppliers 

 

Experience of working to and hitting targets 

 

Experience of working with a broad range of internal 

and external contacts 

 

Knowledge of promotional campaigns 

 

Experience of engaging businesses 
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 Educated to a degree level or equivalent experience  
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Strong attention to detail and organisational skills 

 

Excellent communication skills including ability to 

develop clear key messages 

 

Excellent copy writing and presentation skills 

 

Ability to take a strategic view on delivery  

 

Ability to build successful relationships at all levels 

 

Influencing and networking skills 

 

Time management skills with ability to prioritise 

tasks and plan own workloads to ensure deadlines 

are met 

 

Ability to keep calm under pressure 

 

Ability to innovate and generate creative solutions 

to practical challenges 

 

Financially literate 

 

High levels of computer literacy to include Office 

365, Teams, PowerPoint, internet and databases 

 

Proven ability to meet targets and deadlines 

 

Proven ability to work co-operatively with others 

Ability to proofread 
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Creative thinker, ability to formulate ideas and turn 

them into tangible activities 

 

Relationship builder, creating strong partnerships 

and working relationships internally and externally 

 

High levels of initiative but with the ability to work 

as part of a team 

 

A can-do attitude to work, concentrating on 

solutions rather than focussing on difficulties 

 

 

O
th
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Supporter of the aims and objectives of Cycling UK 

in promoting cycling 

 

Understanding of and commitment to equal 

opportunities in service delivery 

Positive about the benefits of cycling 

 

 
 

Job Holder: …………………………………………………………………  Date: …………………………….. 

 

Line Manager: ……………………………………………………………  Date: …………………………….. 

 

Personnel Manager: …………………………………………………..  Date: …………………………….. 


