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To apply for this post, please send a CV, details of your relevant skills and experience, and the reasons you wish to apply for the post to admin@forthvalleywelcome.org by 5 pm Monday 9th September 2024. 

Job Description: Employability Project Assistant 

Purpose of job: Provide support services to New Scots in Stirling and Clackmannanshire through effective administration and evaluation of FVW employability project. 

Working environment: This is a home-based job. The job requires regular meetings online and in person with volunteers, New Scots and partner organisations in Stirling and Clackmannanshire. Travel costs are reimbursed. It requires occasional evening and weekend meetings to fit with times that volunteers and New Scots are available. Some flexibility in working hours is possible according to job-holder preferences.

Reports to: FVW Manager

Duties and Responsibilities
1. Project Administration
· Assist in project planning, coordination, and execution.
· Support project documentation, schedules, and budgets.
· Contribute to the development of marketing materials and content.
· Help coordinate project communications, including emails and meetings.
· Assist with organising employability events
· Collaborate with partner organisations to ensure projects are on track.

2. Evaluation support
· Support data collection and analysis for project evaluations.
· Assist in creating and distributing surveys or questionnaires.
· Help compile and organise data for reporting and analysis.
· Participate in review and learning sessions to identify areas for improvement based on evaluation findings.

Essential skills and experience:
· Good command of English (B2/C1)
· Strong organisational skills and attention to detail.
· Excellent communication skills, both written and verbal.
· Confident using a range of digital tools to communicate and manage projects.
· Self-motivated, adaptable, and able to work both independently and as part of a team.
· A genuine interest in FVW’s mission and values.

Desirable skills and experience:
· Project management skills.
· Experience in coordinating training sessions and organising events.
· Experience in data collection and evaluation.

Examples of other useful skills and experience
· Understanding of migrant and refugee issues   
· Language skills
· Knowledge of voluntary and community organisations in Stirling and Clackmannanshire
· Experience of ESOL planning and delivery
· Experience of helping people into work or volunteering roles
· Experience in developing and updating policies and procedures
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