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Job Description							   ESP/ESLRPAO26

Project: EastSide Learning

Job Title: Project Support Officer

Location: EastSide Partnership, Avalon House

Reports to: EastSide Learning Manager

Terms and conditions

Salary: Annual salary of £26,403, plus 7.5% employer pension contribution. 

Annual salary increments are agreed by the Board of Directors.

Contract: This is a permanent post, subject to receipt of future funding

Job subject to 6-month probation period.

Holidays: 25 days per year (pro rata) plus statutory holidays.

Hours of work: 37.5 hours per week. Willingness to work flexible hours, including evenings and weekends is essential.

The following gives an indication of the current main duties and responsibilities of the post. The post holder will be expected to work flexibly and carry out any other duties appropriate to the role which may reasonably be required from time to time.

About the role
To provide administrative support to the EastSide Learning Manager in relation to the RAISE programme. The role will focus on maintaining accurate records, supporting reporting processes, ensuring effective administrative systems and procedures are in place.

The postholder will be responsible for a range of administrative duties, including document management, data entry and monitoring, correspondence handling, and supporting internal processes. 






Summary of responsibilities

1. Provide administrative support for the delivery of RAISE programmes 

2. Maintain schedules, calendars and programme documentation to support planned activities 

3. Maintain records relating to delivery partners, including contact details and relevant documentation 

4. Process bookings and maintain records for venues, transport and required resources 

5. Support communications through email, document preparation and information distribution 

6. Work as part of the EastSide Learning team to organise events and activities

7. Provide administrative support for meetings, including preparing agendas, taking minutes and maintaining records of actions 

8. Collect, record and maintain monitoring information, including attendance, assessment data and evaluation responses 

9. Support EastSide Learning Manager on grant applications and reporting documentation

10. Support EastSide Learning Manager with social media content, email communication and graphic design

11. Undertake additional administrative duties as required




Person Specification					            ESP/ESLRPAO26

	
	Essential
	Desirable

	Attainment



	At least one year’s experience in an administrative, clerical or office-based role

OR 

Demonstrable experience of carrying out administrative tasks through work, volunteering, education or other relevant settings 

Experience of using Microsoft Office applications (e.g. Word, Excel, Powerpoint and Outlook


	Experience of working in an administrative role within the community, voluntary, charity or education sector 

Experience of maintaining databases or using data management systems 

Experience of supporting meetings, including preparing agendas and taking minutes 

Experience of working as part of a team in a busy office environment


	Experience


	Coordinating programmes, projects or events 

Working with multiple stakeholders 

Administrative support and record keeping 

	Strong organisational and coordination skills 

Excellent communication and interpersonal skills 

Ability to manage multiple workstreams
 

	Skills


	Competent in Microsoft Office

Excellent organisational skills with the ability to manage and prioritise workload

Strong interpersonal and communication skills

Ability to gather, record and collate information accurately

	Ability to use digital media or online platforms to communicate with stakeholders


	Knowledge and Values

	Commitment to improving outcomes for disadvantaged children 

	Experience working across schools and external partners
 
Experience with monitoring/evaluation systems 

Understanding of education and community context




Application Process		                                     ESP/ESLRPSO26

Application
· Completed applications must arrive by 12pm on Friday 22nd May

· Applications will only be accepted by email to stuart@eastsidepartnership.com and will be acknowledged by email. If not acknowledged please contact Stuart via email.

· Please complete the application form and monitoring form, CVs will not be accepted.

· To be accepted the application MUST include the monitoring form

· We may only interview those applicants who appear, from the information provided, to be the most suitable in terms of the person specification provided.

Equal Opportunities
· EastSide Partnership is an equal opportunities employer. EastSide Partnership does not permit unlawful discrimination of any kind against any person on grounds which include gender, sexual orientation, marital status, religious belief or political opinion, race or disability. Unlawful discrimination is defined as treating a person less favourably than others are, or would be treated in the same or similar circumstances.

Canvassing
· Canvassing in any form will, if proved to the satisfaction of EastSide Partnership, disqualify a candidate for the appointment.

Interviews
· Interviews will be held on Friday 29th May. Please ensure your availability for interview on this date prior to application, as it will not be possible to arrange an alternative date.

Job Description
· The duties outlined in the Job Description serve as a guide to the current and major responsibilities of the post. These will inevitably vary as the role develops and the Job Description will be reviewed on a regular basis. Changes will be subject to consultation with the post holder.


Background Information
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EastSide Partnership (ESP) is a charity leading the regeneration of east Belfast. We work alongside community-based organisations, elected representatives, statutory agencies and local businesses, to deliver a wide variety of projects seeking to benefit residents, visitors and our neighbours. 

Vision
A thriving, connected and welcoming east Belfast which is – 
· Economically thriving; a community where people want to live, work and invest
· Connected; bringing local people together at an individual and neighbourhood level, as well as being connected to the rest of the city, and to our neighbours and beyond
· Welcoming; bringing visitors to the area to celebrate east Belfast

Mission

To improve quality of life in east Belfast

We believe our mission is to improve the lives of people across east Belfast and that means working on a range of projects.
· Helping local people to have a say in what happens in their lives and in their local area
· Supporting people who are most in need to improve their life changes and take opportunities
· Encouraging everyone in east Belfast to enjoy green space and culture
· Celebrating the diverse cultures of east Belfast
· Welcoming new people to visit and live in the area

Strategic Priorities
· To lead on and advocate fore the regeneration of east Belfast
· To facilitate and co-ordinate relevant partners to work together for the regeneration of east Belfast
· To improve and animate the built and natural environment of east Belfast
· To improve the life changes and opportunities of the most in need in east Belfast
· To be a sustainable effective organisation
· To develop, celebrate and promote the culture, creativity and heritage of east Belfast

For more information please visit www.eastsidepartnership.com
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EastSide Learning Priorities 2025 – 2030  

Vision: Support every child and young person in east Belfast to aspire, achieve and thrive.

Championing Early Years Development
Supporting children and families in the earliest years through relational and evidence-based approaches, building strong social, emotional, and cognitive foundations for lifelong learning.
There will be a focus on:
· Strengthening the Early Years System
· Family and Communities as Partners
· Speech, Language, and Brain Development
· Networks, Collaboration, and Professional Development

Embedding Wellbeing and Trauma-Informed Practice
Promote emotional wellbeing and resilience across homes, schools and communities by supporting wellbeing, trauma-informed and relational practices.

There will be a focus on:
· Training and Knowledge Sharing Across the System
· Embedding Consistent Practice
· Strategic Partnerships 
· Capturing Evidence of Impact 

Strengthening Numeracy, Literacy, and Core Skills for Life
Focus on skills that unlock opportunity, particularly numeracy and literacy while building the confidence, aspiration and curiosity that support lifelong learning. 
There will be a focus on:
· Literacy and Numeracy Support and Early Intervention
· Empowering Parents and Community Learning
· Holistic Support and Core Skills for Life
· Inclusive and Adaptive Learning

Supporting Confident Transitions and Diverse Education Pathways
Ensure smooth, supported transitions through all educational stages and promote respect for multiple pathways to thrive.  
There will be a focus on:
· All Transition Stages for Children and Young People
· Exploring Diverse Pathways and Encouraging Curiosity
· Holistic and Family-Centred Support
· Enabling Inclusive Transitions Across Educational, Cultural, and Developmental Stages

image2.png
EAST

PARTNERSHIP
—




image3.png
SIDE

ARNING




image1.jpeg
EAST
SIDE

PARTNERSHIP
e




