Job Title: Project Manager – From Past to Present Oral History Project
Location: Hybrid (Remote and Kent-based locations)
Contract: Fixed-term, part-time (22.5 hours per week)
Duration: 22 months
Salary: £40,000 (pro rata)
Reporting to: Project Lead

About the Project
[image: ]
Role Overview
We are looking for a proactive and organised Project Manager to coordinate the delivery of this inclusive, multi-partner oral history project. You will oversee timelines, outputs, budget and risk management, and coordinate the work of staff and partners. You’ll also play a key role in ensuring the website and public-facing materials are clear, accessible, and reflective of the stories and values at the heart of the project.
This role is ideal for someone with a strong knowledge of social care, experience working with people with learning disabilities, and ideally a background in heritage, research or community-based projects.

Key Responsibilities
Project Management & Coordination
· Oversee the day-to-day delivery of the project, ensuring all activities remain on track, within budget, and aligned to funder expectations.
· Maintain and update the project plan and risk register.
· Organise and chair regular internal team meetings and partner check-ins.
· Manage project reporting, including updates for funders and internal stakeholders.

People & Partner Oversight
· Line-manage a small team of trained social care staff carrying out oral history interviews with professionals.
· Work closely with the Project Lead, Project Assistant, Square Pegs Arts, Kent Archives, and Maidstone Museum to support joined-up delivery.
· Ensure regular communication across the advisory group, partner organisations, and volunteers.

Online Presence & Public Engagement
· Manage content for the project’s online presence (webpage or standalone site), ensuring it is accessible, engaging, and updated regularly.
· Oversee the upload and presentation of oral histories, transcripts, exhibition materials, training content, and filmed outputs.
· Work with the Project Assistant to maintain clear, inclusive communications and updates via digital platforms and social media.

Interviews, Project Outputs and Archive Coordination
· Contribute to the preparation of interview summaries and related documentation, ensuring accuracy, consistency, and alignment with the project’s archival and accessibility standards.
· Coordinate and contribute to the delivery of staff training as a key project outcome, ensuring sessions are well-organised, engaging, and aligned with project aims.
· Organise film screenings, coordinate logistics for public events, and support the theatre and exhibition outputs.
· Liaise with Kent Archives to ensure materials are archived according to agreed standards, including metadata and permissions.
· Ensure all project outputs (training packs, exhibition content, recordings) are delivered to a high standard and shared appropriately.
· Oversee the evaluation process to ensure it is delivered to a high standard and within agreed timelines.

Data, Ethics & Consent
· Oversee data processing in line with GDPR and Choice Support’s privacy policies.
· Track and store all consent and copyright documentation relating to oral histories and project outputs.


Essential Skills and Experience
· Strong project management experience, ideally in heritage, social care, or community research projects.
· Experience managing budgets and reporting to funders or boards.
· Knowledge and understanding of social care, including the lives and rights of people with learning disabilities.
· Excellent communication, organisational, and coordination skills.
· Understanding of safeguarding in the context of learning disability support.
· Experience of developing and sustaining collaborative partnerships to deliver shared project outcomes.
· Experience in delivering training 

Desirable
· Research experience (formal or informal), especially involving qualitative data or community history.
· Familiarity with archiving, digital content management, or oral history projects.
· Experience working collaboratively with people with learning disabilities and/or in co-produced projects

Working Arrangements
· 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.  


