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	SALARY

	30 hours per week 



	DURATION OF THE POST

	31st March 2023  



	BUSINESS UNIT

	Employment, Enterprise and Skills



	LOCATION

	Groundwork Greater Manchester office in Trafford



	ACCOUNTABLE TO  

	Project Manager - Resilient River Valleys



	RESPONSIBLE FOR

	Will involve working with volunteers. 



	TEAM

	Resilient River Valleys






	OVERVIEW OF THE POST

	This role will support the effective management and administration of the Manchester based Resilient River Valleys Project. The role will be largely office based, at our office in Ashton under Lyne, but also attending site visits, events and meetings involving project partners as required. You will work closely with the Project Manager as well as other members of the project delivery team. The job will suit someone with good IT, administration and organisational skills with an interest in the environment and looking to build a career in project management or the environmental sector.



	ROLE & MAIN PURPOSES OF THE POST

	
1. A range of administration tasks to support day to day running of the project including production of documents, data entry and taking minutes in meetings.
2. Support project evaluation and monitoring through collection, collation and analysis of data reports as well as conducting qualitative interviews
3. Requesting supplier quotes and specifications, liaising with suppliers, placing orders, checking and logging deliveries.
4. Undertaking research to support project planning and development
5. Generating maps, plans and leaflets and infographics using different software applications
6. Produce case studies and content for websites and social media
7. Support organisation of community events and environmental education activities
8. Attend meetings and site visits




	PERSON SPECIFICATION

	· Educated to A Level / Level 3 with good level of literacy and numeracy
· Good ICT skills including experience of Microsoft Office
· Effective communication and social skills
· Able to work on own initiative and as part of a team
· Good time management and organisational skills
· Flexibility - able to adapt to changing circumstances
· Interest in environment




	ADDITIONAL FACTORS

	
· Undertake training and development deemed necessary for the pursuance of the post.
· [bookmark: _GoBack]Comply with the Trusts Policies and Procedures including, but not exclusively, Equality, Diversity and Inclusion, Data Protection, Health and Safety and Environment.
· A basic DBS check will be required.




	PREPARED BY: 
	 Venetia Knight 

	PREPARED ON:
	July 2022
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