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Modern Apprentice Project Manager




	
About the Role

		Job Title
	Modern Apprentice – Project Management

	Pay Grade
	G4

	Job Family
	Project Management / Business Support

	Location

	Marischal College / agile working


The purpose of this role is to learn and develop project management skills while supporting the Strategy and Transformation Team with planned project tasks. with guidance and supervision, the postholder will help maintain project information, organise meetings and engagement activity, track actions, prepare straightforward updates and support effective communication. The role combines practical workplace learning with completion of an agreed Modern Apprenticeship framework.



	

	Key Outcomes and Task Examples

	The post holder will deliver the following outcomes: 
	Examples of related tasks:

	Provide reliable, supervised support to project planning, delivery, communication and learning.
	• Take part in the Modern Apprenticeship Programme and complete the agreed learning activities and evidence.
• Assist with setting up project folders, templates, plans, action logs, risk and issue logs and contact lists.
• Update project information accurately under the direction of a Project Manager, Development Officer or Senior Project Manager.
• Arrange meetings, workshops and engagement sessions, including invitations, papers, room or online meeting details and attendance lists.
• Take clear notes and action points, circulate agreed records and follow up routine actions.
• Help monitor milestones, deadlines and outstanding actions, highlighting delays or concerns to the relevant manager.
• Gather and organise information from colleagues, partners, surveys and engagement activity.
• Assist with preparing straightforward project updates, presentations, briefings and reports using agreed templates.
• Support communication with staff, partners, service users and carers in a professional and accessible way.
• Use Microsoft 365 including CoPilot and other approved systems to store documents, maintain version control and support collaborative working.
• Help with basic project administration, such as purchase requests, meeting logistics and records, in line with procedures.
• Contribute ideas, ask questions and reflect on learning to improve how tasks are completed.
• Maintain confidentiality, information security and accurate records at all times.
• Build positive working relationships and work effectively as part of the team.
• Undertake other appropriate duties and training that support the apprenticeship and service needs.




	Role Requirements  

	This section includes what the post holder needs to carry out the role or, for recruitment purposes, enables applicants to decide whether they meet these requirements.

	Minimum Qualification(s) / Certificates / Memberships etc. required

	· National 5 or equivalent qualification(s), or relevant experience.
· Ability and eligibility to undertake the agreed Modern Apprenticeship framework.

	As a minimum, demonstrate skills and experience in
	· Understanding and following instructions, procedures and agreed deadlines.
· Organising own tasks and keeping clear, accurate records.
· Communicating clearly and respectfully, verbally and in writing and using Social Media.
· Working positively as part of a team and asking for help when needed.
· Using, or willingness to learn, Microsoft 365 applications such as Word, Excel, Outlook, Teams and PowerPoint and CoPilot.
· Paying attention to detail and checking work for accuracy.
· Learning new tasks and responding constructively to feedback.
· Providing helpful and professional support to colleagues and partners.
· Evidence or experience of Community or voluntary roles

	As a minimum, demonstrate an understanding of
	• The purpose of project management and the importance of plans, actions, deadlines, risks and clear communication.
• The need to work within the level of responsibility of a Modern Apprentice and seek guidance where required.
• The importance of confidentiality, data protection, information security and appropriate records management.
• The value of involving people who use services, carers, communities and partners in improvement work.
· The importance of communicating effectively with relevant audience and using different formats e.g. Written, Visual, Social Media etc.
• The importance of equality, dignity, respect and person-centred approaches.
• The need to complete the Modern Apprenticeship Programme and participate in training and development.

	Demonstrate commitment to
	• ACHSCP priorities, values and ways of working.
• Learning and development throughout the apprenticeship.
• Inclusive, respectful and anti-discriminatory practice.
• Working safely, responsibly and within relevant policies and procedures.
• Providing a reliable service and taking responsibility for agreed tasks.

	Other requirements
	• Have a positive outlook, good at problem solving and demonstrate kindness.
· Ability to attend meetings or activities at different locations across Aberdeen, including working from home and where required and with appropriate support.
• Willingness to undertake relevant mandatory and statutory training.
• Professional handling of information and awareness of confidentiality.
• Flexibility to support a range of appropriate project tasks as skills and confidence develop.
· Develop resilience to challenging situations and have a positive attitude towards professional learning and growth
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This job profile provides indicative information about outcomes, tasks and activities that may be undertaken as part of this role.  It is not intended to be an exhaustive list due to the need for agility and flexibility in our workforce and to be responsive to change and meet business needs.
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