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ROLE DESCRIPTION

	Job Title
	Veterans’ Project Assistant

	Division
	Community Services

	Department
	Information and Projects

	Location
	Scotland: Blend of office (Edinburgh-based) and home working

	Geographical focus of role
	Scotland-wide

	Contractual Status of Role:

Permanent or fixed term
	Fixed term until 31/03/2025, with possible extension subject to funding

	Salary:
	£21,500 - £23,000 pa (pro rata), depending on experience

	Working Hours:
	21 hours per week  

	Job Title of Manager:
	Unforgotten Forces Coordinator

	Job Titles and number of any direct reports: 
	None

	Job Purpose:
	To provide high quality administrative support for the Veterans’ Project and Unforgotten Force’s Consortium
To support communication and contact relationship management with partner agencies and older veterans

To collate evidence for project monitoring and evaluation

 

	Main Responsibilities 

	· To provide administration for the Veterans’ Project and Unforgotten Force’s consortium including maintaining a directory of older veterans’ social groups, formatting and disseminating monthly email bulletins to partners, and ensuring that partners have supplies of information guides and leaflets.  
· To provide a first point of contact for email and phone enquiries to the Veterans’ Project and Unforgotten Forces Consortium.
· To make effective arrangements for accessible meetings, workshops and training events, including online, and attending, supporting, and minuting these as required.
· To support Project and Consortium financial administration, which may include administration of grant payments.
· To support the collection and management of Project monitoring and evaluation data, and other management information.
· Any other Ad Hoc administrative tasks as required.


	
	PERSON SPECIFICATION

	Experience
	Essential

· Substantial experience of administrative support within a specialised area
· Substantial experience of events and meetings administration 
· Delivery of high-level customer service
Desirable

· Experience of collecting and collating data for evaluation 

	Knowledge
	Essential

· Awareness of issues affecting older people 
· Understanding of confidentiality and GDPR 
Desirable

· Understanding of how communications and meetings can be made accessible 
· Understanding of Scotland’s veterans’ community 
· Awareness of project monitoring and evaluation approaches 



	Skills and attributes
	Essential

· Strong organisational and events planning skills
· Strong IT skills, including knowledge of Microsoft Office (Word, Excel, Power Point, Teams), email, the internet and databases 
· Ability to work effectively on own, and collaboratively

· Strong interpersonal communications skills and the ability to build relationships with internal and external contacts
· Maintaining and updating databases (training will be provided on Age Scotland’s Charitylog database)
· Ability to organise own workload and meet deadlines 
· Well-motivated and proactive 
· Excellent at problem solving and able to use own initiative 
Desirable

· Skills using online platforms such as Mailchimp, Surveymonkey and Eventbrite 



	Qualifications
	By experience

	Additional Requirements:
	Essential

· An understanding of and commitment to equal opportunities.
· Commitment to the aims and vision of Age Scotland and an ability to demonstrate those values in your work.

· Willingness to work from the Edinburgh office when required (NB, travel costs from home to the office will not be reimbursed by Age Scotland).
· Employees are expected to have a suitable home working space with a good broadband connection for occasional home working.
· Employees enrolled in Multi-Factor Authentication (MFA or 2FA) will be expected to install and maintain the Watchguard app on either their personal or work mobile device.

· Employees are expected to undertake all other reasonable and related tasks allocated by their line manager.
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