LONDON BOROUGH OF LEWISHAM APPRENTICESHIP SCHEME
Job Description 
	Directorate:
	Community Services


	Section:


	Violence Against Women & Girls (VAWG) – Crime Reduction Team 

	Job Title:
	Project Support Apprentice


	Grade:


	APYR1

	Reports to:


	VAWG Programme Manager


	Contract Duration:
	18 months 


_______________________________________________________________
Main Purpose of the job: 
To support the work of the VAWG programme by maintaining and developing a system of project controls, assisting with events and consultation and carrying out project based tasks.
______________________________________________________________
Summary of Responsibilities and Personal Duties:

Assist with day to day management of programme and projects, paying particular attention to programme and project controls including risk registers, communication plans and financial reporting

Support the programme manager with a range of project work including feasibility studies, procurement and delivery.
Develop forward planning and events planning tools with project managers and communications colleagues. 

Undertake administration for programme and project boards/meetings including organisation, minute taking and meeting follow up.

Assist with organisation of events including consultations, workshops and briefings. 

Assist with communication and consultation work including drafting monthly correspondence and sending email updates. 
Report project progress to appropriate forums including Project Review Groups, team meetings and senior officers.

Undertake administration of team intranet sites to ensure they are current, accurate and fit for purpose. 

Undertake general administration including word processing, dealing with routine enquiries and maintaining filing systems. 
Attend occasional evening meetings as required.

Carry out other duties as directed within the scope of the post.
