[bookmark: _Hlk219292095]Job title: Project Assistant – From Past to Present
Reporting to: Project Manager
Location: Hybrid – home-based, with travel across Kent 
Contract type: Fixed term
Working hours: 15 hours per week 
Salary: £28,000 (pro rata)
Project dates: 22 months 

About the project
[image: ]
Purpose of the role
[bookmark: _Hlk219289765]The Project Assistant will support the delivery of the From Past to Present project. This includes helping with the organisation of interviews, training and events, supporting communication with participants and partners, and carrying out administrative tasks. The Project Assistant will also lead on the project’s social media and communications, helping to raise awareness, share updates and celebrate the work publicly. The postholder will work closely with the Project Manager and wider team to ensure the smooth running of the project.

Main responsibilities
· [bookmark: _Hlk219289817]Provide administrative support to the Project Manager
· Help organise project activities, including training, oral history interviews, events and meetings
· [bookmark: _Hlk219290059]Lead on social media activity for the project, including drafting and scheduling posts, sourcing visuals, and working with the Project Manager to ensure posts reflect the project’s values
· [bookmark: _Hlk219290168]Share regular updates across project communication channels (e.g. newsletters, blogs, website copy)
· Contribute to the design and delivery of staff training and workshops for people with learning disabilities linked to the project’s findings and outcomes.
· Support communication with partners, participants, and people involved in the project
· Assist with scheduling, bookings, and travel arrangements
· Help prepare project materials, including accessible documents and resources
· [bookmark: _Hlk219290124]Maintain clear records and support project monitoring and reporting
· Support the involvement of people with learning disabilities across the project

Person specification
Essential
· Experience of working or volunteering with people with learning disabilities
· Strong organisational skills and attention to detail
· Experience creating social media content 
· Clear and respectful communication skills
· Ability to manage tasks and meet deadlines
· Ability to work independently and as part of a team
· Confident using basic IT tools (e.g. Word, Excel, email, social media scheduling tools)
· Ability to travel across Kent 
· Able to work autonomously and manage own workload effectively.

Desirable
· Experience supporting events, training or community activities
· Experience preparing accessible materials (e.g. Easy Read)
· Research experience (formal or informal), especially involving qualitative data or community history.

Working Arrangements
· [bookmark: _Hlk219291840]Hybrid working with some in-person commitments in Kent (e.g. Maidstone, Canterbury).
· Some evening or weekend availability may occasionally be required for events.
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From Past to Present is an oral history project which will collect and share personal  stories of people with learning disabilities and the professionals who worked with  them in Kent, focusing on how support surrounding relationships and sexuality have  changed in the past four decades. The project will train social care staff to become  oral history interviewers, record interviews, and share this heritage through a public  exhibition, events and a professional creative performance. The project is supported  by  the National Lottery Heritage Fund and delivered in partnership with a range of  local organisations.  


