EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Project Assistant – Careers Hub
Department: Children’s Services 
Grade: Single Status 7
Responsible to: Careers Hub Lead
Purpose of the Role:
The Employment and Skills Team at ESCC sits within both the Communities, Economy and Transport and the Children’s Services Departments, and works to ensure that residents in the county have access to the skills support that they need in order to thrive, and that businesses have access to a skilled workforce in order to be sustainable and grow. The Careers Hub team plays a key role in the delivery of the Employment and Skills agenda.
The East Sussex Careers Hub works with all secondary schools, special schools, colleges and alternative provision settings to strengthen careers education, employability and employer engagement. It supports schools to develop whole-school careers strategies, improve careers guidance and create meaningful links between education and the world of work through employer encounters, workplace experiences and partnerships with local businesses.
The Project Assistant will play a key support role within the East Sussex Careers Hub and wider Employment and Skills Team, helping to deliver programmes that connect young people with education, employment and future career opportunities. Working closely with schools, colleges, employers and partner organisations, the post holder will provide administrative, communications and project support to ensure the effective delivery of Careers Hub activities, events and employer engagement initiatives. The role involves coordinating meetings and resources, supporting reporting and performance monitoring, developing employer networks and workplace opportunities, and helping to maintain high-quality services for education providers and young people across East Sussex.
Key tasks:
1. Provide general administrative support to the Careers Hub, including:
· Monitor the Careers Hub inbox and respond to emails as appropriate;
· Arrange and support meetings, training events and conferences for schools/colleges involved with the Hub;
· Arrange and minute meetings for the Hub with external and internal stakeholders, including those of the Careers Hub steering group;
· Support development of digital resources as required;
· Support the commissioning of resources and videos to be used by schools/colleges;
· Support financial processes relating to the Careers Hub;
· Collate case studies and good practice from employers and schools/colleges.
2. Engage employers through networking opportunities to work with schools/colleges and develop a network of Industry Champions that will take part in events and activities in schools. 
3. Represent the Careers Hub at Skill East Sussex sector-based Task groups and other external meetings as identified. 
4. Develop the Open Doors programme for schools/colleges, working with employers to host groups of students in the workplace.
5. Support the Careers Hub Lead in the coordination and collation of reports, including data, evaluations and Compass results to the Careers and Enterprise Company.
6. Coordinate the compilation, proof reading and editing of Careers Hub documents, including those for employers and schools. Monitor to ensure that corporate standards are maintained and that documents are branded and quality assured in order to ensure a consistent and professional standard in line with ESCC policies and practice. 
7. Coordinate and manage the communication of Careers Hub publications, resources and materials, making the best and most appropriate use of ESCC online platforms including the websites, intranet, social media, Hootsuite and press. Liaise with CSD staff responsible for such systems.  
8. Provide an efficient and responsive customer service to schools, employers, stakeholders and funding organisations such as the Careers and Enterprise Company. Maintain and develop good relationships with key contacts both internally and externally through adhering to customer service standards, producing high quality correspondence and ensuring queries are resolved promptly. 
9. Provide flexible support to Careers Hub and Employability and Skills Team, including cover when needed, contributing to the efficiency and effectiveness of the team through undertaking a range of tasks as the needs of the service require. Contribute to and co-ordinate the development, implementation and ongoing monitoring and refinement of any new administrative systems, procedures and standards, in consultation with other CSD colleagues as appropriate.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Net zero emissions targets – reduce your work’s environmental impact.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
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· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.


PERSON SPECIFICATION
Essential education and qualifications
1. RQF Level 2 qualification in English.
Essential key skills, abilities, knowledge, experience, values and behaviours
2. Ability to plan and organise a varied workload for self and others, working to short deadlines.
3. Ability to use technology as part of the role including: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams, and web-based communication systems.
4. Ability to analyse, interpret and clearly present data, some of which may be complex, in line with Data Protection regulations. 
5. Able to take clear, concise and accurate minutes of meetings.
6. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences.
7. Ability to plan clearly and support project delivery. 
8. Ability to provide effective customer service which will include providing clear and succinct advice, responding appropriately to customers’ needs.  
9. Up to date knowledge of national and local education, skills and employment issues. 
10. Experience of setting up, maintaining and monitoring effective office systems, procedures and practices. 
11. Experience of administration.
12. Pro-active and able to use own initiative to solve problems.
13. Able to work in a team demonstrating a collaborative and co-operative approach and sensitivity to the needs and feelings of others. 
14. Able to acknowledge and act on feedback about your own performance and behaviour.
15. Full driving license or the ability to meet the travel requirements of the role
Desirable key skills, abilities, knowledge, experience, values and behaviours
16. Experience of corporate intranet and mainframe systems.
17. Understanding of the East Sussex Employability and Skills priorities.
18. Experience of working in Local Government.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	No

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No



image1.jpeg
East Sussex
County Council




