Summary Job Specification – Projects Assistant 
	Qualifications
	First degree or equivalent qualification, preferably in public health, global health, international development, or social policy (or evidenced experience in one or more of these areas over minimum 2 years.)

	Experience 
	Essential
-Managing project outputs 
-Interacting with a diverse range of stakeholders
-Collaborating with a team
-Communicating to a high standard in written and oral forms
-Producing structured written reports 
Desirable
-Working in a health or global development -related NGO 
-Working on policy or research related projects 
-Developing project related communications outputs for a range of media e.g website, social media etc.


	Skills 
	Essential
-High standard of English language – spoken and written
-Ability to confidently and competently interact with a wide range of stakeholders of varying seniority, backgrounds, and sectors 
-Proficiency in using Microsoft or similar software – e.g. Word, Excel, Powerpoint
-Ability to convey complex concepts in clear, simple language 
-Co-ordination of projects, outputs, or events
Desirable
-Basic understanding of research methods – qualitative and quantitative
-Basic understanding of academic publication (journal article) publication process
-Familiarity with Publishing / design software eg Canva / similar
-Familiarity with journal referencing software eg Zotero / similar

	Other essential requirements
	-Ability to work in the UK (not requiring visa.)
-Ability to travel to attend periodic (eg quarterly) team meetings in London



