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Candidate pack
Bus Centre of Excellence (BCoE)

Head of Bus Centre of Excellence
Salary: £70,000 p.a 
Hours: Full-time, 37 hours per week
Location: Central London, with minimum of two days in the office 

About CIHT 
The Chartered Institution of Highways and Transportation (CIHT) is a charity, learned society, membership body and leading voice for those who work in the transport and infrastructure sector.
CIHT is the home for all people working in highways and transportation infrastructure. CIHT members come from within the private, public and academic sectors. 
We champion equality, diversity and inclusion. We work with employers to encourage people from all backgrounds to choose a career in our sector.
CIHT works with our members to improve the standard of practice across the fields of highways, transportation and infrastructure. We are the lead voice of the highways and transportation profession in the UK and globally. 
The Bus Centre of Excellence team
This is a new team within CIHT, reporting to the Director of Policy and Technical Affairs. The team led by the Head of BCoE will be responsible for delivering the new Centre of Excellence for the Bus Sector in England, funded by the Department for Transport, initially up to the end of March 2025. 

The team will work closely with a wide range of organisations and individuals who are engaged with the delivery of bus services in England.

The role would lead the development and operation of the BCoE and would act as the focal point for the BCoE Advisory board and the CIHT/DfT Project board and the business planning for the content and operation of the BCoE. This role would manage the other 2 posts in the team and report to a senior member of the CIHT senior management team and would also be responsible for co-ordination of all activities with other CIHT teams. Please see Appendix A for a Job Description and Person Specification. 
  
Equality and diversity statement
CIHT is committed to equality and diversity in its role as an employer, valuing the benefit a diverse workforce brings. It is our intention not to discriminate on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, religion or belief, sex or sexual orientation. 
Our values
Professional
An effective, high-performing and ethically focused Institution that has integrity, acts impartially and strives to do the right thing, in a fair and responsible way
Inclusive
An accessible Institution that values equality, diversity and inclusion by supporting all our members, regions and national groups, committees and panels
Collaborative
A membership body that engages with our stakeholders, supports common interests and informs and influences decision-makers
Progressive
An ambitious and innovative Institution committed to positive change
How we value our people
We recognise that our people are central to our ability to deliver high-quality and professional services. We offer a welcoming working environment and a commitment to good people management, including our performance and development review process.
Learning and development
We are committed to supporting employees’ learning and development. Ensuring every employee has a learning and development plan is part of our annual performance development process.
Working environment
We are a friendly team located in central London, close to transport links, in a well-resourced light and airy building.
Wellbeing support
We provide a range of benefits to support staff wellbeing: employee assistance programme, assistance with eye care costs and flexible working hours. We also provide staff with free tea and coffee while in the office. 
Pension and life assurance provision
All employees are eligible for the statutory provision, and additionally we provide a good pension scheme with 6% employer contributions (employee contribution is minimum 4%). The CIHT has a life assurance policy for all current employees. 
Other benefits
· Generous holidays (27 pro rata days plus bank holidays)
· Interest-free season ticket loan (post-probation)
· Access to money saving discounts and offers
· Cycle to Work Scheme (post-probation)


APPENDIX A
THE CHARTERED INSTITUTION OF HIGHWAYS AND TRANSPORTATION
JOB DESCRIPTION AND PERSON SPECIFICATION

	Job Title:

	Head of Bus Centre of Excellence (BCoE) 


	Reports to:

	Director of Policy and Technical Affairs


	Job Purpose

	To drive, lead and deliver the development and operation of the newly formed Bus Centre of Excellence (BCoE).

To act as the focal point for the BCoE Advisory board and the CIHT/DfT Project board and senior Department for Transport officials.

To lead business planning for the content and operation of the BCoE. 

To manage and support the other 2 posts in the team and report to a senior member of the CIHT senior management team.

To be responsible for the co-ordination of all BCoE activities with other CIHT teams. 

To lead the BCoE team and other resources to provide proactive, timely outputs that support CIHT’s strategic aims.

To lead support to the BCoE community, CIHT members, partners, and other users of the BCoE

To ensure that the work of the BCoE (both CIHT and with external organisations) is communicated effectively across CIHT’s membership and partners and the BCoE community.

To manage the performance, delivery and business reporting of the areas covered by the post

To monitor and manage the budget for BCoE 

To contribute to CIHT’s technical policy development 

To deputise for the Director of Policy and Technical Affairs as appropriate. 


	Key Contacts (if applicable)

	The job holder will work closely with other managers across CIHT and provide updates to CIHT CEO, Directors and Trustees as appropriate. The post holder will work with senior external contacts in government and other organisations, particularly the Department for Transport and the wider bus sector.

	Key Responsibilities

	The post holder will
· Put in place systems and processes to develop, agree and deliver both a forward plan and a reactive capability to deliver the requirements of CIHT’s agreement with the Department for Transport in respect of the BCoE
· Manage the financial delivery of the BCoE funding requirements, reporting as required to both CIHT and the Department for Transport.
· Lead available resource both internally and externally to support the above
· Lead and develop the staff team to deliver the successful operation of the BCoE
· Report on all aspects of progress on the delivery of business plans, identifying risks and mitigation measures and future resource requirements
· Proactively liaise with other managers across CIHT to ensure delivery of CIHT business plans and deliver overall CIHT targets
· Engage proactively with CIHT members, BCoE members and BCoE partners to develop and deliver outputs
· Engage proactively with external organisations to promote the work of CIHT and the BCoE and influence others
· Actively encourage the use of CIHT systems and processes  
· Represent the Institution/BCoE externally as required
· Promote BCoE widely within the Bus community through engagement and delivering presentations 
· Ensure a regular flow of BCoE events (in-person events, conferences and webinars), training events/materials and communication (weekly, monthly and quarterly newletters and website blogs/ podcasts and other content)
· Increase membership of BCoE, ensure members satisfied with work of BCoE and increase member engagement 
· Expand the current BCoE offer to BCoE members
· Bid for external funding where appropriate
· Develop a BCoE qualification for members
· Develop sustainable future funding model for BCoE post March 2025


	Dimensions

	The post holder will line manage staff in the BCoE (2 FTE posts – an events officer and a communications officer)


	Personal specifications

	Required
Degree level or higher standard of education.
Significant experience in developing and delivering policy or service delivery in transport, or a related sector
Experience of developing and managing relationships at a senior level with government officials on a technical basis.
Experience operating proactively within a committee-based governance structure (gained within central government, a local authority, professional body, charity environment or similar body).
Experience of developing event and/or training programmes
Experience of managing a communications programme
Demonstrable knowledge of the transport, bus, and other related professions
Experience of business planning, project management and budget development and management
Experience of staff management
Self-starter with drive and a can do attitude
Ability to multi-task, prioritise and manage own workload with minimal supervision
Ability to Delegate effectively
Ability to network effectively and make new contacts
Ability to present to large audiences
Strong commitment to Equality, Diversity and Inclusion and Professional Development

Desirable
Qualification relevant to transport sector interests. 


	Skills and competencies

	· Attitudes & Responsiveness – A proactive person with a positive attitude to engagement with a diverse range of individuals across multiple issues.
· Personal Organisation & Delivery – Comfortable with taking forward multiple issues concurrently. Ability to clearly plan activities for themselves and others in a sustained way. The postholder will have excellent communication skills and the ability to produce high quality written output across a range of styles. They will be comfortable presenting to a range of audiences.
· Using your Knowledge & expertise – The postholder will have the ability to link issues across different areas for effective output by continuing their own professional development, recording knowledge for others to use and passing knowledge and expertise on to others. They will be confident in understanding new subject areas and developing ideas.
They will be competent across a range of IT packages, particularly Microsoft Office 365 and SharePoint.
· Developing Ideas / Problem solving – Able to lead a team approach to developing ideas and problem solving whilst achieving agreed outputs
· Cross Team working – The postholder will be comfortable with cross team working to achieve outcomes for CIHT and will actively encourage working across teams.
· Building & managing relationships with key stakeholders – The postholder will have significant experience and skills in developing relationships with senior stakeholders across external organisations and in a similar body to CIHT
· Strategic thinking & decision making – the postholder will be able to contribute to the strategic development of CIHT. They will be comfortable in taking decisions at an appropriate level but will be experienced in recognising when issues need to be raised with others
· Managing & Developing performance – the postholder will be comfortable in managing staff and improving performance within the frameworks set out by CIHT. They will be proficient in developing and delivering all aspects of business performance updates in the areas they manage.





2

2
image1.jpeg




