
[image: ]


Job Profile comprising Job Description and Person Specification
Job Description

	 Job Title: 
Careers Hub Project Officer Apprentice (Associate Project Manager Level 4 Apprenticeship)
	Grade:  Scale 3



	Section: 
South London Partnership
	Directorate: Chief Executive


	Responsible to following manager:
Strategic Hub Lead
	Responsible for following staff:
n/a

	Post Number/s:

	Last review date: 
June 2026



Working for the Richmond & Wandsworth Better Service Partnership

This role is employed under the Richmond & Wandsworth Better Service Partnership. The overall purpose of Richmond & Wandsworth is to provide the highest quality of service at the lowest attainable cost. 

Staff are expected to deliver high quality and responsive services wherever they are based, as well as having the ability to adapt to sometimes differing processes and expectations. 

Richmond & Wandsworth Better Service Partnership aims to be at the forefront of innovation in local government and the organisation will invest in the development of its staff and ensure the opportunities for progression that only a large organisation can provide. 


Job Purpose 
The South London Careers Hub is part of a national network of Careers Hubs across England, bringing together schools, colleges, employers and partners to improve careers education and support young people to access high-quality opportunities. The Hub works across five South London boroughs and is funded by The Careers & Enterprise Company and the Mayor of London. 
The Careers Hub Project Officer Apprentice will work towards completing the Associate Project Manager Level 4 Apprenticeship whilst supporting the delivery of programmes and projects that improve careers education and opportunities for young people across South London.

Working closely with the Strategic Hub Lead, Delivery Manager and wider Careers Hub team, the postholder will develop practical experience in project planning, stakeholder engagement, performance monitoring, communications and programme delivery. Through a combination of formal learning and workplace experience, the apprentice will gain the knowledge, skills and behaviours required to support and coordinate projects within a complex partnership environment. 

This role provides an excellent opportunity for someone at the beginning of their project management career, including school or college leavers, career changers and individuals seeking experience within local government, education, skills and employment. The role offers a structured pathway into project management and programme delivery whilst making a positive impact on the lives of young people across South London.

Specific Duties and Responsibilities

Project Planning and Delivery
· Support the planning, coordination and delivery of Careers Hub projects, programmes and initiatives, developing practical project management knowledge and skills. 
· Assist in developing and maintaining project documentation, including project plans, action trackers, timelines, risk logs and progress reports.
· Monitor progress against agreed milestones and support colleagues to ensure activities are delivered within agreed timescales.
· Support the identification and management of project risks, issues and dependencies, escalating concerns where appropriate.
· Coordinate project meetings, workshops and events, including scheduling, preparation of materials, recording actions and tracking follow-up activity.
· Contribute to continuous improvement activities by identifying opportunities to enhance project delivery, stakeholder engagement and programme outcomes.
· Develop an understanding of project governance, reporting requirements and quality assurance processes within a publicly funded programme environment.

Stakeholder Engagement and Communications
· Develop effective working relationships with schools, colleges, employers and partner organisations across the Careers Hub network. 
· Support the engagement and coordination of stakeholders involved in Careers Hub projects and activities.
· Assist in producing project updates, presentations, newsletters, briefings and other communications materials for different audiences.
· Support promotion of Careers Hub programmes, events and opportunities through digital and communication channels.
· Respond to stakeholder enquiries in a timely and professional manner and support the management of shared communication channels.
· Contribute to ensuring stakeholders have a positive and engaging experience of working with the Careers Hub.
Performance, Monitoring and Insight
· Support the collection, validation and maintenance of project and performance data. 
· Assist in maintaining reporting systems, dashboards and trackers that monitor project activity, outputs and outcomes.
· Contribute to the production of reports and insight summaries for funders, partners and internal stakeholders.
· Develop skills in analysing data and identifying trends, risks, opportunities and areas for improvement.
· Support reporting activities to ensure programme information is accurate, timely and aligned with funding requirements.
· Learn how performance and impact data are used to evaluate projects and inform strategic decision making.
· Support the production and coordination of Careers Impact System (CIS) insight reports and contribute to the effective use of data to support planning, continuous improvement and programme impact.

Apprenticeship Learning and Professional Development
· Work towards the successful completion of the Associate Project Manager Level 4 Apprenticeship Standard.
· Apply learning from apprenticeship training to workplace projects and activities.
· Participate fully in apprenticeship reviews, coaching, mentoring and development opportunities.
· Maintain evidence required to demonstrate progress and achievement against apprenticeship requirements.
· Take responsibility for continuous learning, reflective practice and professional development.
· Demonstrate the values and behaviours expected of the Richmond & Wandsworth Better Service Partnership.


Generic Duties and Responsibilities

· To contribute to the continuous improvement of the services of Richmond & Wandsworth Better Service Partnerships.

· To comply with relevant Codes of Practice, including the Code of Conduct and policies concerning data protection and health and safety.

· To adhere to security controls and requirements as mandated by Richmond and Wandsworth procedures and local risk assessments to maintain confidentiality, integrity, availability and legal compliance of information and systems

· To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected.

· To understand both Councils’ duties and responsibilities for safeguarding children, young people and adults as they apply to the roles within the Councils.

· The profile is not intended to be an exhaustive list of the duties the post holder will carry out. Other reasonable duties commensurate with the level of the post, including supporting emergency and priority situations, will form part of the role.
Additional Information 

Team structure



Person Specification

	 Job Title: Careers Hub Project Officer Apprentice (Associate Project Manager Level 4 Apprenticeship)
	Grade: Scale 3

	Section: South London Partnership
	Directorate: Chief Executive

	Responsible to: Strategic Hub Lead – South London Careers Hub
	Responsible for: n/a

	Post Number/s:
	Last Review Date:  June 2026



Our Values
THINK BIGGER
    EMBRACE DIFFERENCE
CONNECT BETTER
LEAD BY EXAMPLE
 PUT PEOPLE FIRST


Our Values are embedded across Richmond & Wandsworth Better Service Partnership and throughout all roles and responsibilities at all levels of the organisation. Please familiarise yourself with our values as they are an integral part of our recruitment and selection process.
 
	Person Specification Requirements

	Assessed by 
A/I/T/C 
(see below for explanation)

	Knowledge
	Essential
	Desirable
	Assessed

	Interest in developing a career in project management, programme delivery or partnership working
	Y
	
	A, I

	Understanding of the importance of planning, organisation and effective communication.
	Y
	
	A, I

	Awareness of the importance of building positive relationships with a range of stakeholders. 
	Y
	
	

	Understanding of the importance of customer service, stakeholder engagement and partnership working.
	Y
	
	A,I

	Awareness of careers education, employment, skills or youth-focused programmes. 
	
	Y
	

	Understanding of the role of employers, education providers and public sector organisations in supporting young people. 
	
	Y
	

	Awareness of project management principles and approaches
	
	Y
	

	Experience
	Essential
	Desirable
	Assessed

	Experience of working, studying or volunteering as part of a team.
	Y
	
	A,I

	Experience of organising activities, events, coursework, projects or competing priorities
	Y
	
	A,I

	Experience of using Microsoft Office applications or equivalent digital tools.
	Y
	
	A,I

	Experience of coordinating tasks or activities involving multiple people. 
	
	Y
	

	Experience of producing presentations, newsletters, social media content or communications materials.
	
	Y
	

	 Experience of using spreadsheets or working with information and data. 
	
	Y
	

	Experience of customer service, stakeholder engagement or administrative activities.
	
	Y
	

	Skills
	Essential
	Desirable
	Assessed

	Demonstrates curiosity, enthusiasm and a willingness to learn and develop.
	Y
	
	A,I

	 Effective written and verbal communication skills. 
	Y
	
	A,I

	Ability to receive feedback positively and apply learning to improve performance.
	Y
	
	A,I

	Ability to work collaboratively as part of a team and contribute positively to shared objectives.
	Y
	
	A,I

	Ability to learn quickly and apply new knowledge in practice. 
	Y
	
	A,I

	Ability to work accurately with information, data and records.
	Y
	
	A,I

	Commitment to equality, diversity and inclusion. 
	Y
	
	A,I

	Enthusiasm, curiosity and a willingness to take ownership of personal development.
	Y
	
	A,I

	Qualifications
	Essential
	Desirable
	Assessed

	Educated to Level 3 standard (A Level, BTEC, T Level or equivalent qualification) or able to demonstrate equivalent relevant experience
	
	Yes
	A, I, C


A – Application form / CV, I – Interview, T – Test, C - Certificate
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