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IN TANDEM DEVELOPMENT OFFICER 
Job Description and Responsibilities 

 

Reports to  Programme Manager 

Location of Role: Working from home in Glasgow or Inverclyde but some travel to Ayrshire 

Contract: Full time; a 12-month contract is being offered, with the potential for 

extension, subject to funding. 

Salary: £24,000 pa pro rata 

 

Background and purpose of role: 
Cycling UK has a number of projects under its ‘all ability cycling’ programme and is working 

with partners across Scotland to provide inclusive cycling opportunities that enable everyone to 

try cycling for everyday journeys, leisure and adventure. Following the successful development 

of ‘Vie Velo’, a tandem club for blind and visually impaired cyclists and sighted pilots in 

Edinburgh, we have been granted funding to support a similar project in the west of Scotland.    

 

Scope of Role: 
To take the lead in developing the In Tandem project, working closely with partner 

organisations to develop sustainable tandem cycling clubs in Glasgow, Inverclyde and Ayrshire. 

The post holder will build on established links with RNIB Scotland, Glasgow CTC, Inverclyde 

Bothy and other community organisations to develop and schedule training, provide outreach 

activities, identify participants and recruit volunteers to support the formation of new cycling 

clubs and groups.  

 

Specific Duties and responsililities: 
1. Act as the ‘first point of contact’ for the project, encouraging and supporting 

participation from a wide range of communities. 

 

2. Work closely with the existing partners in Glasgow to understand their current activities 

and what support they need to develop into a sustainable club that offers a range of 

rides and activities to blind, visually impaired and sighted participants 

 

3. Identify and recruit new project partners that can support the programme, such as blind 

and visually impaired support groups, Volunteer Centres, cycling clubs and projects 

 

4. Develop, co-ordinate and lead a schedule of training and outreach activities to enable 

blind and visually impaired people in Glasgow, Inverclyde and Ayrshire to get cycling 

 

5. Create networking opportunities for tandem pilots, volunteer and project workers in 

Glasgow, Inverclyde and Ayrshire, to share best practice.  

 

6. Align standard operating procedures for all aspects of tandem cycling delivery and asset 

management in Glasgow, Inverclyde and Ayrshire.  

 

7. Populate and manage Cycling UK’s volunteer database with volunteer information 

storage in compliance with GDPR, for distributing volunteering opportunities and issuing 

certification and newsletters.  
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8. Work with participants and partners to identify a range of suitable cycle routes, training 

facilities and cafe stops in each of the areas. 

 

9. Work closely with a range of community organisations, colleagues at the RNIB and other 

partners to promote the project and attract the resources we need, such as additional 

tandems 

 

10. Work with the Scotland Communications Manager and other colleagues to promote the 

project 

 

11. Work closely with the Scotland Research and Evaluation Manager to evidence the 

impact of the project 

 

12. Work with partners to promote the programmes to potential user groups 

 

13. Raise the profile of the project, its programmes and publicise to potential participants, 

funders and partners 

 

14. To contribute effectively to the planning and delivery of networking events, conferences, 

seminars etc. 

 

15. To work closely with relevant partners, stakeholders, projects and programmes 

 

16. To follow and abide by Cycling UK’s policies and procedures as detailed in the Staff 

Manual at all time including Health and Safety, Equal Opportunities and Confidentiality. 

 

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

 

18. Other duties as may be specified by your Line Manager, Senior Management Team or by 

the Chief Executive from time to time. 

 

19. Some weekend and out of hours’ work will be necessary 

 

 

This role is deemed to be in regulated work and will require the postholder to be a member of 

the PVG Scheme. 

 

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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IN TANDEM DEVELOPMENT OFFICER - 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. 

 

 

Requirement Essential Desirable 

Qualifications 

 

A qualification, or appropriate work 

experience, in an appropriate area 

such as Community Learning and 

Development, Sports/Physical Activity 

or supporting people with disabilities 

 

Experience/ 

Knowledge 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Involvement in the delivery or 

development of training  

 

Experience of managing volunteers 

 

Experience in planning and facilitating 

a range of events, including meetings, 

community events, training events, 

networking events etc. 

 

Knowledge and experience of working 

of young people or adults with 

additional needs – specifically blind 

and visually impaired people 

 

Experience of community-based 

cycling or physical activity projects or 

programmes  

 

Knowledge and experience of child 

and adult support and protection 

processes/protocols 

Experience of working in or with Local 

Authorities and/or Local Health Boards 

and/or the voluntary sector.  

 

Knowledge of current good practice in 

Equal Opportunities/Diversity and ability 

to incorporate into policy/service 

development  

 

Experience of using volunteer 

management tools, such as Assemble 

Skills 

 

 

 

 

 

 

Excellent written, spoken and 

presentational skills 

 

Highly capable networker 

 

Ability to manage multiple tasks 

 

Effective user of social media in 

support of a project 

 

 

Personal Self motivated and able to set own 

priorities and deliver within agreed 
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timescales 

 

Ability and experience in building and 

maintaining good working 

relationships with  partners 

Other Flexible in terms of travel and working 

hours including weekend and evening 

work. 

 

Supporter of the aims and objectives 

of Cycling UK. 

Understand the importance of cycling for 

health and wellbeing 

 

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

 

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

 

HR/Office Manager: …………………………………   Date: ………………………….. 

 


