
 

Workplaces project manager 
Job Description and Responsibilities 

 

Reports to :  Head of commercial 

Direct Reports : None currently 

Location of Role : Guildford/Home with some travel across the UK 

 

 

Purpose of Role: 
 
Workplaces and employers are a key strategic market and audience for our range of 

commercial products and services. Cycling UK is the licence holder for the EU Cycle Friendly 

Employer certification scheme in the UK (www.cfe-certification.eu ). The CFE’s primary 

purpose is to generate unrestricted income for the charity, whilst also supporting our 

broader strategic ambition to get a million more people cycling through engagement with UK 

employers and businesses. CFE accreditation recognises and rewards businesses that make 

their workplace cycle friendly for staff and customers, through communications, incentives, 

direct financial support, cycle parking and wider infrastructure. This role will lead on the 

delivery, scheme maintenance and sales development for CFE along with our other 

employer product/propositions. The role is responsible for managing all internal and 

external contact/enquires relating to workplace and employer interest in commercial 

propositions. 

 

Scope of Role: 
 

Since its launch in 2018, x25 organisations have received CFE accreditation, reaching 

approx. 150,000 employees. The scheme is now well established as a national standard for 

assessing a businesses commitment to adopting a ‘cycle friendly’ culture. The role will 

continue to develop networks of partnerships to promote and grow sales and develop the 

competitiveness of the overall propostion, in line with our other products/services available 

to workplaces.  

 

Whilst the role is primarily business development it will also manage the delivery of audits 

and reports, either virtual or in person, required to achieve accreditation and guide 

organisations through self-assessment. This will require travel to meet potential customers 

and conduct assessment audits. The role will be supported by and will liaise closely with 

wider departments as necessary including communications, membership, behaviour 

change, IT and marketing.  

 

Specific Duties: 
 

Maintenance and Management 

1. Ownership, continued development and delivery of the CFE programme and range of 

workplace/employer propositions 

2. Ensure brand and scheme continuity with EU CFE model 

3. Maintain and develop the audit, reporting and online assessment tools for CFE. Ensure  

 

Sales and Marketing 

4. Develop a sales pipeline and ensure annual sales targets are achieved and monitored 

for all workplace propositions 

http://www.cfe-certification.eu/
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5. Develop a CFE marketing and sales strategy, with delivery supported by Marketing, 

Communications and other supporting areas/agency as required. 

6. With support from marketing, develop sales materials and 3rd party partner sales assets, 

consistent with brand guidelines for all workplace propositions 

7. Train and equip relevant Cycling UK staff to be ‘workplace’ ambassadors and introducers 

for employer propositions 

8. Work with the IT, Marketing and Communications team to deliver a first-class user 

experience for Workplaces and CFE web pages and online self-assessment journey and 

final reporting   

9. Work with IT, Marketing and Communications to ensure effective integration between 

the CRM and website, to track and report on sales and prospect pipeline 

10. Ensure sales leads and renewals are managed to set quality standards 

11. Deliver and prepare presentations to potential partners/clients and offer additional 

workplace products/services to existing customers 

 

Communications and PR 

12. Provide Communications team with case studies and testimonials to bring workplace 

offers to life and maximise promotional opportunities across internal and external print, 

video, media and social media 

13. Where relevant, to support events or conferences to promote our overall workplace 

products/services and/or network with potential partners 

 

Partnerships 

14. Ensure that all projects meet strategic objectives for generating sustainable income and 

meet pre-defined objectives for return on investment and KPIs  

15. When appropriate, work in collaboration with other departments to help deliver their 

objectives using their expertise 

 

Administration 

16. Proactively manage project budgets, delivering projects within budget. 

17. Manage all enquiries/contact into Workplaces inbox along with internal queries and 

requests 

18. Develop a suite of CRM dashboard reporting to track, monitor and report on sales, status 

of leads and projected income from new opportunities. 

19. Line manage, motivate and develop any reporting staff and assist with recruitment of 

new staff. 

20. Represent and promote the objectives of Cycling UK to current and potential funders, 

partners, stakeholders and the wider public. 

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

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

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

23. To carry out other duties as may be specified by line managers and senior management 

from time to time. 

24. 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. 
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Workplace project 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. 
 

 Essential Desirable 

Experience/ 

Knowledge 

Experience, at a similar level, working in 

sales, communications / marketing, 

behaviour change programmes in the 

charity or commercial sector 

 

Experience of developing and delivering 

corporate services programmes  

 

Experience of building networks and 

partnerships, sales pipelines and closing 

deals  

 

Experience of managing staff (including 

objective setting and monitoring, 

performance management and 

appraisals) 

 

Experience of budget management, 

project management, monitoring and 

reporting 

 

Experience of working within 

cycling or mass movement 

environment 

 

Business development within 

accreditation, qualifications or 

standards 

Qualifications Educated to degree level or equivalent 

experience in sales, business 

development, behaviour change 

campaigns or marketing,  

Further project management, 

marketing or communications 

qualification 

Skills Sales and marketing 

 

Ability to be proactive and plan, balance 

and cope with competing priorities 

 

Excellent written and verbal 

communication skills 

 

Ability to motivate and enthuse staff, 

colleagues, Volunteers and external 

supporters 

 

High standard of computer competency 

and literacy and experience of using 

Microsoft Office, Databases, CMs software 

Capable of taking a strategic view 

 

Meeting targets 

 

Project management 
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Able to work collaboratively 

 

Personal Self-motivated, enthusiastic, determined, 

organised, with a flexible hands on 

approach to work and be able to 

communicate and represent Cycling UK at 

all levels in a structured, dynamic and 

professional way 

 

A relentless commitment to excellence, 

creativity and quality 

 

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 

 

Result focused 

 

Other Supporter of the aims and objectives of 

Cycling UK 

 

Flexible in terms of travel and working 

hours including some weekend and 

evening working 

Cyclist 

 

 

 

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

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

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

 

  

 

 


