LONDON BOROUGH OF LEWISHAM APPRENTICESHIP SCHEME
Job Description 
	Directorate:
	Community Services


	Section:


	Public Health – Birmingham and Lewisham African & Caribbean Health Inequalities Review (BLACHIR)


	Job Title:
	Trainee Project Management Assistant – Lewisham BAME Health Inequalities


	Grade:


	APYR1

	Reports to:


	Public Health Training and Development Manager

	Contract Duration:
	18 months


_______________________________________________________________
Main Purpose of the job: 
To support the work of the Birmingham and Lewisham African & Caribbean Health Inequalities Review (BLACHIR) by using a project management approach for working with a range of partners from the across the community of Lewisham and Birmingham.

To deliver administrative and project based tasks within the Public Health team as required in order to support the effective and efficient delivery of the review process and the BAME Health Inequalities work within Lewisham.
______________________________________________________________
Summary of Responsibilities and Personal Duties:

Support the Public Health team with a range of project work, including assisting with day to day management of the review process and associated projects. 
Undertake administration for the review and board meetings including organisation, minute taking and meeting follow up.

Develop forward planning and events planning tools with the review team, managers and communications colleagues. 

Assist with organisation of events including board meetings, consultations, workshops and briefings. 

Assist with communication and consultation work including drafting correspondence and sending email updates.
Develop plans to report progress on all separate delivery strands of the review and assist in building connections between the review team, external academic and external advisory board members.   
Report on the review progress to appropriate forums including the BAME Health Inequities Working Group, team meetings and to senior officers.

To carry out the work respecting the confidential nature of the work and that of the public health team.

To be competent in the use of IT and data processing systems including Windows Word and Excel computer software packages.

Undertake administration of website pages to ensure they are current, accurate and fit for purpose. 

Undertake general administration including word processing, dealing with routine enquiries and maintaining filing systems. 
Attend virtual and online platform meetings, to ensure full participation is not inhibited by travel and COVID-19, this will include occasional regional events and evening meetings as required.

Internal Contacts: These include: Public Health Colleagues; Public Health Commissioners, Children and Young People’s Commissioners; the Communications team; Prevention and Inclusion colleagues; Service Managers; Youth Offending Team; Culture and Communities Team; LBL/CCG Joint Commissioning; Corporate Information Management and Technology:
External Contacts: This will include: Partners, e.g. Children Centres, Schools, youth organisations, Children’s Safeguarding Board, Lewisham Healthwatch; voluntary sector organisations; community groups and forums, GPs, Pharmacists; South London and Maudsley Health trust managers and front line staff, Lewisham and Greenwich Health Trust managers & front line staff; NHS; Government Departments e.g. , DfE, PHE, Local Government Association, Greater London Authority: 

To carry out the duties of the post with due regard to the Council’s Dignity at Work Policy and core values.

All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.

All employees are required to comply with the Council's Health & Safety policies and procedures at all times, taking due care for themselves, colleagues and members of the public. 

Assist in carrying out the Council's environmental policy within the day to day activities of the post.

Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to making reasonable adjustments for a disabled postholder

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of managed staff: 0

Number of partially managed staff: 0
