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ROLE PROFILE 
 

Job Title: Engagement and 
Development Advisor Job Code: PSC/C15 

Department: Communications Version: 1.1 

Reports To: 
Lead Comms & 
Marketing Officer 
(Active Travel) 

Date 
Created: August 2018 

  Grade: I  
 

Is this a politically restricted 
Post? 

Yes/ No  (*if yes, see our policy on what this means) 

 

ORGANISATIONAL CONTEXT 
 

Our Vision as an organisation is: 
To be a globally recognised economy where good growth delivers high levels of prosperity, jobs and quality 

of life for everyone. 
 

To achieve this we will: 
Secure the means to deliver projects and services needed for growth in the Leeds City Region (LCR), be its 

voice nationally and internationally, and build the partnerships to ensure the best economic outcomes. 
 

Our department contributes to this by: 
Delivering programmes and projects to realise value in order to maximise growth. 

 
 

Job Overview: 
• Develop, implement and deliver the West Yorkshire Combined Authority’s (WYCA) City Connect 

Communications and Engagement project throughout West Yorkshire  
• This will include pre-scheme consultations, proactive follow-up campaigns and delivery of activities 

aimed at engaging the general public and increasing the number of cyclists and pedestrians in areas of 
proposed infrastructure improvements. 

• Contributes to the team achieving its agreed outputs and targets through the effective allocation of 
budget, assessing and re-assessing resources against key milestones and identifying risks. 
 

© Take a pro-active approach to participating and delivering of your directorate’s objectives. 
© Demonstrate commitment to corporate processes and ensure that these are delivered at all times. 
© Be a visible and enthusiastic team member, encouraging partnership working across the 

organisation. 
© Take a positive approach to self-development. 

 
 

  

Lead Comms & Marketing 
Officer 

Engagement and Development 
Advisors (Active Travel) x 3

Comms and Engagement 
Advisor (Active Travel)
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CRITICAL SUCCESS FACTORS 

 
People Contacts: 
© Support partnership working across the organisation and externally.  
© Work together with your team to ensure targets are achieved. 
© Be an advocate of our strong performance management culture, taking accountability for delivering 

results. 
© Contribute to a positive working environment for your team, with a solid ethic of working towards 

achievement of our vision. 
© Take a proactive approach to internal processes, contributing during meetings and interviews.  

Utilise effective communication channels when working with others. 
 

Technical Duties: 
• To support the CCAG Lead Comms and Marketing Officer with the development and 

implementation of targeted campaigns and work packages to accelerate and maximise uptake of 
new cycling infrastructure. 

• To project manage, within agreed funding budgets and timescales, the development and 
implementation of engagement initiatives to promote and increase cycling and walking using 
behaviour change methods and strategies, targeted at businesses, schools and other stakeholder 
groups, with emphasis on CityConnect infrastructure. 

• To identify suitable partner organisations, establishing and maintaining effective working 
relationships through contract and supplier management, brief and tender writing.  

• To lead on the planning, managing and delivery of public consultation for CityConnect projects, by 
engaging in a range of activities including stakeholder mapping, event organisation and 
facilitation, designing and producing consultation materials, promotion of consultation activity, 
ensuring the recording of consultation responses and undertaking feedback analysis and report 
writing as required. 

• To lead on the planning, managing and delivery of large-scale public engagement events (some 
of which will be out of regular office hours) with a lead focus on delivery and event management. 

• To create and manage the content for the CityConnect website, relevant social media platforms, 
e-communications, print and digital media, and other material associated with the project, 
consistently executing the CityConnect brand guidelines.   

• Prepare reports, production of engaging press releases and news articles, presentations and 
post-implementation action statements for internal management and external use as appropriate. 
You will ensure messages are delivered in a consistent and timely manner  

• Manage relationships with key internal and external stakeholders and contacts with the public to 
ensure understanding of the proposed changes to cycling and walking infrastructure and the 
supporting initiatives available to them. 

• Build productive relationships with District Council Officers, Elected Members and key 
stakeholders, through the organisation and delivery of workshops, stakeholder groups and 
meetings to obtain support and commitment to the CCAG programme.  

• Support with the preparation of responses to key stakeholders and the public including Politicians 
and senior managers.  

• To lead on the monitoring and evaluation of the project, ensuring data is collected for all CCAG 
communications and engagement activity, and using the bespoke monitoring system to capture 
this data, maintaining the database and providing regular reports to Programme Communications 
Co-ordinator 

• Set-up and maintain project management documentation, including both hard copy and electronic 
filing systems, for allocated projects. 

We break each job down to explain the critical areas for success, ranked by importance. 
These indicate the end result or outputs for which the role holder is responsible. 
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• Undertake budget administration requirements, including keeping budgets up to date, raising 
orders/requisitions and processing of invoices using WYCA financial management systems.   

 

© Typically works on horizons of up to one year, in line with the objectives set in the business plan.   
© To uphold procedures in place to achieve your strategic objectives, suggesting amendments to 

processes as required. 
© Ensuring compliance with the Combined Authority’s health and safety policy. 

 
Impact & Influence: 
• Develop close working relationships with Public Relations and the Information and Marketing Teams 

within WYCA and partner organisations to ensure work-streams are complimentary and deliver 
desired outcomes efficiently. Including regular updates and ensuring integration of programmes to 
deliver against targets. 

• Assist with producing reports for Programme Board, Project Direction Team(s), the Executive Board 
and Combined Authority to advise and influence the direction of the CCAG programme and 
subsequent delivery.  

• Assist with the development and delivery of all CCAG marketing and Public Relations materials.  
 

© Represent the interests of your team within the context of the wider aims of the Combined Authority 
both internally and externally. 

© Fosters good working relations across the organisation, building effective team relationships.  
 

 
  

The above lists of accountabilities are not exhaustive. The role holder will be required to undertake such 
tasks as may reasonably be expected commensurate with the scope and grading of the role.  
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THE PERSON 

 
Knowledge: 
© Educated to A level or relevant demonstrable work experience. 
© Practical experience of successfully performing in a similar role. 
© Experience of delivering behaviour change projects 

 

• Practical experience of cycling projects and excellent supporting knowledge of cycling industry 
• Holds or knowledge of Prince 2 Foundation qualification 
• Excellent communication skills in both written and spoken language 

 
People: 
© Experience of effectively contributing to team objectives. 
© Experience of successfully identifying appropriate communication channels to deliver information. 
© Experience of effectively contributing to organisational vision.  

 

• Shows a positive attitude regarding challenging objectives and demonstrates perseverance and 
dedication to achieving goals  

• Thinks creatively about the business and customers 
• Responds sensitively to political matters 
• Anticipates customer needs and wants and plans accordingly 
Technical: 
© Strong negotiation skills. 

 

• Experience of tendering procedures, preparing tender documentation, tender appraisal and contract 
award 

• Establishes clear work plans to meet requirements 
• Experience of developing and applying processes and systems 
• Competent user of Word, Excel, PowerPoint and other common processes e.g. CRM 

 
Impact & Influence: 

•  Builds partnerships within and outside the organisation 
• Shares information and knowledge with others 
• Seeks common grounds with others and team 
• Seeks, shares and promotes expertise internally as well as through external networks 

 
OUR VALUE & BEHAVIOURS 

 
 
 

To be fully successful in the role, we believe the following knowledge, skills and experience are required. 
When recruiting, we are looking for the best candidate match to this, however we know that there are some 

elements that can be trained and this will be taken into account during the recruitment process. 

Championing Our Region | Working Intelligently |Easy to Do Business With | Positive About Change | 
Working Together 
 
These are our values. We shaped them together and we’re proud of them.  
 
We also created a set of behaviours for each of our values. Our behaviours provide us with a way of working 
and they are our minimum expectations of everyone here. 


