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Job Description

Role title: 	Assistant Project Manager 
Reports to: 	Divisional Director, Sector PMO 
Grade: 		Consultant / Scientist 	

Purpose / Scope of role 

The APEM Project Management Office is responsible for supporting divisions and central functions in the delivery of our client projects and strategic initiatives. The Assistant Project Manager will report into the Sector PMO from a standards perspective but be embedded within a specific business unit to support delivery of client projects. 

The purpose of the Assistant Project Manager role is to work closely with the Project Manager, Project Director, and project team to ensure that assigned projects, programmes or frameworks are delivered within time, cost, and quality constraints, while adhering to project management best practice.
What success looks like in this role 
Over the first 6 months in this role you’ll quickly build confidence in managing the day-to-day coordination of projects, keeping plans, systems and documentation accurate and up to date, and ensuring clear visibility of progress, risks and actions. Through strong organisation and attention to detail, you’ll help create well-structured, well-governed projects that are set up for success from the outset. You’ll develop into a trusted point of contact for project teams and stakeholders, maintaining clear communication, responding to queries promptly and helping to build positive, professional relationships both internally and externally.

As your experience and confidence grows, you’ll begin to take ownership of smaller projects end-to-end, applying your understanding of the full project lifecycle, from planning and resource coordination through to delivery, risk management and financial tracking. You’ll also play an active role in improving how projects are delivered, identifying opportunities to streamline processes, strengthen governance and enhance ways of working across the team. Over time, you’ll build the skills, confidence and credibility to be able to progress into a Project Manager role, with a strong foundation in delivery, stakeholder management and project governance.

Key Responsibilities

· Assist the Project Manager and project team to ensure successful execution of projects and delivery of outputs, within agreed time, cost, and quality metrics. 
· Ensure projects are instructed, built and all associated documentation established within agreed company timescales and process requirements. 
· Ensure all projects systems and documents, including project and resource plans, RAID logs and Deltek Vantagepoint requirements, are updated and reviewed throughout the project lifecycle to reflect progress and changes. 
· Coordinate and collate status updates from across the project team and distributing to the Project Manager/ Director. 
· Ensure that clients and stakeholders are kept well informed and engaged with the project, with queries and requests responded to promptly, and positive relationships developed. 
· Provide administrative support for the Project Manager/ Director, organising meetings, taking, and tracking actions.
· Demonstrate solid knowledge of the full project lifecycle, including but not limited to project planning & delivery, stakeholder management, risk management and financial management. 
· Take full ownership of smaller projects, from start to finish, as agreed. 
· Develop excellent relationships with stakeholders, both internal across the organisation and externally to ensure smooth running of projects and business activities. 
· Ensure adherence to project management best practice methodologies and governance mechanisms. 
· Support continuous improvement across the organisation, through identifying, recommending, and supporting implementation of improvements. 
· To carry out any additional activities that may be reasonably required or requested. 
· To take reasonable care for the health and safety of yourself and others; make use of the tools, equipment, training, and resources; and actively engage with colleagues at all levels to contribute to the continuous improvement of health and safety management. 
Additional responsibilities may include: 
· Provide cover for other members of the team both divisionally and within the embedded PMO team. 
Skills/Knowledge/Experience/Qualifications 
Essential 
· Experience of working in a project administration or relevant PMO role. 
· Experience of using project management systems. 
· Experience of creating project plans and project documentation, e.g. RAID logs.
· Experience of managing invoices and tracking project costs. 
· Excellent organisation skills, with the ability to balance a busy and varied workload. 
· Strong interpersonal and verbal communication skills, with the ability to develop lasting relationships. 
· Strong written communication skills, with the ability to create and maintain project documentation. Strong attention to detail and problem-solving skills. 
· Self-motivated and able to work on own initiative, with the ability to deliver to deadlines.
· Positive attitude and a passion for improving efficiency and quality. 
· Proficiency in Microsoft Office and project management software. 
Desirable

• Previous experience in the environmental industry and / or a consultancy business. 
• Experience of working with geographically diverse teams

Our Values 
Our most important assets are our people who work for the firm. We all work as one team and rely on each other. We wish to create a working environment to which our people are proud to belong, by maintaining our values at the forefront of everything we do. 
These values are: 
· Integrity – We do the right thing 
· Quality – Quality in everything 
· People - We care 
· Forward thinking – We focus on the future
· Positivity – We believe we can
· Fairness – We champion equality 


Our WOW Factor 

When home became work, we learned that flexibility, understanding, and balance allowed us all to move forward and grow together. So, no matter where you’re based, the hours you keep, the toddlers you have to entertain, or outside interests that help with your wellbeing we’re committed to our Ways of Working (WOW) with each other so we can continue to be our best. 

You belong 

We recognise that everyone’s story is different. The opportunities, experiences and challenges faced in life shape who we are, and we understand that these are the things that make us individual and unique. Embracing our differences means we’re able to approach what we do from every angle. Inspiration and insight can come from anywhere, and no matter your history or choices in life, we empower our people to be their best, so we can be our best, together. We welcome the whole you.
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