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JE100062 - Project Coordinator (Cultural Collections)
JOB DESCRIPTION 

Faculty / School or Division Library Services, Culture & Collections 
Faculty/School or Division Address: Arts & Social Science Library

	Job Family:
	Professional & Administrative Services
	Grade:  
	H
	Salary range:
	£34,132 - £38,249

	Hours of work:
	0.5 or 0.6
	Contract type:
	Fixed term until end July 2027

	Work pattern:
	PT
	Vacancy Reference Number:



Main Job Purpose 

The role holder will coordinate a range of projects, ensuring each is well managed and delivered to a high standard. The role holder will develop and manage relationships with stakeholders to ensure successful delivery of projects, proactively maintaining links with these key stakeholders. The role holder will support day to day administration for the for University’s Cultural Collections audience development activity including monitoring of budgets and delivery of work plans.

Standard Responsibilities (10-12 bullet points)

· Analyse data/statistics, such as monthly programmes of work, staff allocation across projects, data collection progress summaries, or project survey results, and make first line assessment of issues to make recommendations to the appropriate manager.
· Market the project work to internal and external partners, through all relevant channels, including website, social media, video content and events, seeking input from academic and/or industry partners on content ideas.
· Support staff in the project management of major project activities, including: monitoring of budgets; quality assurance (QA); communication and relationship management, supporting project meetings and coordinating events or overseeing evaluation activities related to the delivery of the Cultural Collections audience development activity. 
· Apply appropriate procedures for the initial set up and closure of projects ensuring that all funding body requirements are met.
Act as primary point of contact for matters related to the designated projects and activities, building lasting working relationships to ensure that all research project reporting needs are appropriately met.
Research, collate, organise and edit material for inclusion in reports, promotional materials, websites and other communications. Prepare documents and correspondence and manage the storage, archive and retrieval of key documentation.
Monitor budgets liaising with staff to determine expenditure requests and make decisions on smaller amounts and/or make recommendations on large amounts for approval. Ensure allocated funds are spent appropriately within the deadlines of the financial year by working closely with Finance colleagues and aligned professional services staff.
Advise on, propose and implement changes in project procedures, plans, priorities and office systems to improve operational efficiency and quality of service in projects.
Develop a network of contacts across the University to support work activities, and with external contacts to facilitate good relationships between project team and key collaborators.
Plan and organise project activities (both simple and complex) such as focus groups, evaluation teams, and workshops to ensure that deadlines and audience expectations are met).
Input into the project team planning process to ensure that resource requirements of projects are recognised and that bottlenecks are identified.
Respond independently to queries, to project matters, such as timelines, project resources, project constraints, equipment purchases, and use judgement and initiative to deal with daily unforeseen problem and circumstances, with limited guidance.


Additional Responsibilities (if applicable)
· Ensure that risk assessments are compiled for any public activity and events, which may take place on the main University campus, micro campus or at partnership venue.  Escalate health and safety issues to appropriate manager where necessary.


Relationships 

Line manager: Civic Engagement Manager

Line manager to (where appropriate): N/A

Pre-employment Checks

No DBS check or health screening required.

PERSON SPECIFICATION

Standard Skills, Knowledge & Experience Required 
	Criteria
	Essential
	Desirable
	Assessed By A/I/T/O

	Proven office and administrative experience, including demonstrable strong planning and organisational skills. 
	Y
	
	

	Proven analytical and problem solving capability.
	Y
	
	

	Ability and willingness to engage in active problem-solving within a general framework, using own knowledge, existing procedures or applying precedent and following through on the further implications of an issue.
	Y
	
	

	Vocational qualifications (NVQ4, HNC or HND in a relevant subject), or equivalent qualifications plus considerable experience in a relevant role(s).
	Y
	
	

	Proven ability to interact effectively at all levels on behalf of a senior manager and with a wide range of internal and external contacts
	Y
	
	

	Excellent written and verbal communication skills
	Y
	
	

	Ability to be responsive and flexible in meeting the dynamic needs of senior academic staff, key stakeholders, and managers
	Y
	
	

	Strong customer care orientation and commitment to service quality.
	Y
	
	

	Project Management qualification or equivalent professional experience.
	
	Y
	



Additional Skills, Knowledge & Experience (if applicable)

	Criteria
	Essential
	Desirable
	Assessed By A/I/T/O

	Experience of managing budgets.
	Y
	
	

	Experience of managing projects.
	
	Y
	

	Experience of working with government, industrial or external stakeholders and academic partners.
	Y
	
	

	Line Management experience 
	Y
	
	



A – Application Form
I – Interview
T – Test or Scenario
O – Other e.g. presentation, focus group
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