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Community Transport Association

__________________________________________________________​​​_________

DRAFT Job Description for the post of

Project Consultant 

__________________________________________________________​​​_________

Accountable to: 
Director of Operations
Location:
CTA London office or alternative location by agreement (South East or East of England of England preferred)
___________________________________________________________________
Job Summary:
Delivery of CTA consultancy, project and development work, primarily in rural areas of England,  for projects agreed with clients including central government departments, local authorities and transport operators.  Fixed term contract to March 2013.
Key Result Areas

1. Deliver consultancy services and project work agreed with clients, in particular relating to:
a. The CTA Rural Sustainable Community Transport Initiative (RSCTI) - Organise and attend inception meetings and draw up draft contracts for discussion with CTA colleagues and progress agreed outcomes of individual contracts with local authority clients. 

b. The CTA 2012 State of the Sector report for England – participate in the research programme and drafting of the report.
2. Assist with the delivery of other CTA projects and contracts as required, including research and preparation of reports for clients, external stakeholders and CTA management.
3. Respond to internal and external queries and correspondence, ensuring a high level of customer focus to all clients and stakeholders. 

4. Promote the CTA consultancy service to current and potential customers, responding to internal and external queries and correspondence to ensure a high level of customer focus. 

5. Represent, as required, the CTA with external stakeholders and organisations, and act as an effective source for community transport policy information.

6. Monitor and report on project activity against planned project outputs.
Community Transport Association

__________________________________________________________​​​_________

DRAFT Person specification for the post of
Project Consultant
___________________________________________________________________

Experience and a track record of success in one or more of the following areas:

· Delivery of consultancy services to local authority and other clients
· Working in a local authority public transport department
· Working for a community transport operator

· Delivery of rural community development services

· Transport research and reporting

Demonstrable skills in one or more of the following areas:

· Ability to gather data and interpret the results effectively

· Production of high quality written work/reports based on consultations, policy analysis and research carried out

· Self-motivated and the ability to work on multiple concurrent projects

· Sensitivity to be able to work with a wide range of clients and transport service users

Knowledge and understanding:

· A good understanding of community transport policy, legislative and operational issues, including some or all of:

· Community transport permit operating regimes

· Driver and vehicle licensing

· Concessionary travel

· Social enterprise

· Bus Service Operators’ Grant

· Recruitment and training of volunteers

· Knowledge of different community transport service models, including some or all of:

· Dial-a-ride

· Community bus services

· Minibus group hire

· Voluntary car schemes
Personal attributes:

· Positive ‘can do’ attitude and the willingness and flexibility to make a success of a challenging role

· Good personal time management, well organised and able to focus on project delivery against agreed deadlines

· Flexibility to travel to locations around England to work with a range od different clients

