Job description: Oral History Project Manager– From Past to Present Oral History Project 
Reports to: Supported Loving Leader/Project Lead
Location: Hybrid (Remote and Kent-based locations) 
Contract: Fixed-term, part-time (22.5 hours per week) 
Duration: Fixed term until January 2028
Role Overview 
The Oral History Project Manager will coordinate the delivery of this inclusive, multi‑partner oral history project. To oversee timelines, outputs, budget, and risk management while also providing research leadership to ensure the project is delivered ethically, sensitively, and in line with best practice when researching sex, relationships, and reproductive rights with people with learning disabilities. 
Playing a central role in facilitating co‑production, leading the advisory group, and embedding accessible, ongoing informed consent processes throughout the project. To ensure that public‑facing materials are clear, accessible, and respectful of the complex personal and historical contexts in which these stories sit. 
Involve people with learning disabilities, particularly on sensitive or personal topics, and with an understanding of the historical experiences of institutionalisation and reproductive injustice. 
Main duties and 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. 
Advisory Group Leadership & Co‑production 
· Facilitate and support a co‑produced advisory group of people with learning disabilities, ensuring members are meaningfully involved in shaping the project’s direction, research approach, interpretation of histories, and ethical decision‑making. 
· Create accessible materials and inclusive spaces to support participation, shared power, and informed discussion, recognising the emotional and sensitive nature of discussions around sex, relationships, and reproductive rights. 
· Ensure advisory group insight is embedded across project delivery, research practice, and public outputs. 
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. 
Interviews, Project Outputs & Archive Coordination 
· Conduct interviews with people with learning disabilities and professionals using accessible, trauma‑informed, and ethical qualitative research approaches. 
· Contribute to the preparation of interview summaries and related documentation, ensuring accuracy, sensitivity, and alignment with archival and accessibility standards. 
· Organise film screenings, coordinate logistics for public events, and support the theatre and exhibition outputs. 
· Liaise with Kent Archives to ensure materials are archived appropriately, including metadata, permissions, and contextual information relating to institutional history and reproductive rights. 
· Ensure all workshop materials and training resources for people with learning disabilities and social care staff on intimate relationships, sexuality and reproductive rights are accessible, clear and inclusive. 
· Oversee the evaluation process to ensure it is delivered to a high standard and within agreed timelines. 
Data, Ethics & Informed Consent 
· Lead on ethical research practice across the project, including designing and delivering accessible, ongoing informed consent processes appropriate for discussions about sex, relationships, and reproductive rights. 
· Ensure participants understand their choices, rights, and ability to pause or withdraw at any point, recognising the potential for distress linked to institutional trauma or loss of autonomy. 
· Oversee data processing, consent, and copyright documentation in line with GDPR and Choice Support’s privacy policies. 
Miscellaneous
· To undertake any other duties as appropriate to the post.

· To champion diversity and inclusion, supporting an inclusive team culture that celebrates and makes use of diversity to deliver support that is sensitive to diverse needs and identities.

· To perform all duties with due regard to the requirements of current Health and Safety at Work regulations.

· To perform all duties in accordance with the policies and procedures of the Choice Support Group.

 This job description may be subject to review and change in consultation with the post holder.
This is not intended to be a contractual document May 2026

Person Specification: Oral History Project Manager– From Past to Present Oral History Project 

This person specification lists the essential and desirable characteristics necessary for you to perform the job.  It may be supplemented by additional criteria according to the specific needs and wishes of the organisation over time.

Essential Skills and Experience 
· Research experience involving people with learning disabilities on sensitive topics such as sex and relationships.  
· Strong understanding of ethical research practice, informed consent, and safeguarding when working on intimate or potentially traumatic subject matter. 
· Experience of co‑production and facilitating meaningful involvement of people with learning disabilities. 
· Knowledge and understanding of social care and the historical experiences of people with learning disabilities, including institutionalisation and restrictions on rights. 
· Experience managing budgets and reporting to funders or boards. 
· Excellent communication, organisational, and coordination skills. 
· Experience developing and sustaining collaborative partnerships. 
· Knowledge of the history of learning disability services, including large institutions and historic approaches to sexuality and reproductive rights. 
· A commitment to equality, diversity and inclusion, a commitment to Choice Support’s purpose and values.
· A commitment to training and development of self and staff teams.
· An ability to work autonomously

Desirable 
· Familiarity with oral history, archiving, or community heritage projects. 
· Knowledge of the Accessible Information Standard. 
· Experience delivering training. 

· Working Arrangements 
· Hybrid working, with some in‑person commitments across Kent (e.g. Maidstone, Canterbury). 

