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SCOTTISH TRADES UNION CONGRESS

Young Workers’ Learning Project/ Better than Zero
Project Administrator 

Job Description

Salary: £28299 - £29400 - £31065 
Fixed Term Contract to March 31st 2020
Role

The Project Administrator will support young workers, with a focus on those in precarious work, to access learning and skills opportunities which will, in general, be funded through the Scottish Union Learning - Learning Fund.  

Project Administrator activities include organising events, supporting courses and linking with STUC initiatives such as the Better than Zero Campaign.  
The Administrator will also support Better than Zero activities more generally.
Key responsibilities

The responsibilities of the post will include the following:

· Identification of learning needs among young workers; 

· Promotion of potential learning opportunities;  

· Drafting and submission of Learning Fund applications;
· Organising and supporting courses for young workers;
· Liaising with training providers on delivery of courses and collation of relevant course paperwork; 
· Explore and promote opportunities available through partner organisations;
· Submission of quarterly reports and claim forms. 

General Duties:


· Work as part of a Team to promote learning among young workers;
· Any other duties appropriate to the post as may be determined by the Deputy General Secretary.

