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Assistant Project Manager

	[bookmark: _Hlk122621579]Job level
	4
	Reports to
	London Capital Development Manager

	Directorate
	Business Services 
	Function
	Capital Development 

	Contract 
	Permanent 

	Location
	Hybrid, with 2 to 3 days per week expected on site at the ZSL London office



Responsibility for resources

	Direct line reports
	0
	Responsibility for other resources
	Access to confidential information

	Financial resources
	0
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

Purpose of the role 
To support the effective development and delivery of ZSL's Strategic Capital Projects. 

The post holder will work with internal and external stakeholders, working with the London Capital Development Manager to progress projects through early design and governance, and ensure alignment with ZSL’s strategic ambitions.

Key responsibilities
· Support the London Capital Development Manager in coordinating Strategic Capital Projects through early design, development, governance and delivery stages, ensuring actions, dependencies, risks and key milestones are identified, tracked and progressed.
· Develop, maintain and take ownership of effective project management tools, including project plans, action and decision logs, risk and issue trackers and stakeholder plans, providing clear and accurate information on project progress.
· Coordinate project governance requirements and support the preparation of high-quality reports, business cases, briefing papers and presentations to enable timely and informed decision-making.
· Build effective working relationships with internal stakeholders, consultants, contractors, local authorities and other external partners, coordinating information and actions to support the successful development and delivery of strategic capital projects within London's complex urban environment.
· Undertake research and analyse quantitative and qualitative information to support project scoping, options appraisal, benchmarking, procurement, due diligence and the development of ZSL's estates strategy, considering planning, stakeholder, infrastructure and delivery challenges associated with projects in London.
· Support the development and maintenance of individual project programmes and the wider Strategic Capital programme, identifying interdependencies, emerging pressures and opportunities across projects.
· Support engagement with planning authorities, consultants, community stakeholders and delivery partners, helping to coordinate activities that contribute to the successful progression of capital development and regeneration projects across ZSL's London estate.
· Maintain accurate, accessible and well-controlled project information and documentation, ensuring key decisions, actions, approvals and project records are appropriately captured and communicated.
· Support effective project financial administration and procurement processes, including raising purchase orders, processing invoices, maintaining appropriate records and assisting with the monitoring of project expenditure against agreed budgets.
· Contribute to improving project management processes, templates and ways of working across Estates Transformation, applying learning from projects to strengthen the efficient and consistent delivery of ZSL's Strategic Capital and estate regeneration programme.

The duties and responsibilities described are not a comprehensive list. Additional tasks maybe assigned from time to time that are aligned with the level of the role.


Person Specification
	Experience

	Essential
	· Previous experience in supporting capital development functions or senior management in a project management team.
· Proven experience in undertaking agenda preparation, minute taking, report preparation and similar administrative tasks. 
· Experience in engaging with multiple stakeholders
· Experience working on capital development, regeneration, estate development or infrastructure projects within London, with an understanding of the challenges associated with urban environments, planning processes, local authorities, contractors, consultants and supply chains in the capital.

	Desirable 
	· Experience in project Management, cost consulting, town planning, building surveying or estates strategy
· Experience working for a charity
· Experience working for a conservation organisation 

	Knowledge and skills

	Essential
	· Able to work efficiently and autonomously. 
· Excellent communication skills. 
· High levels of confidentiality, discretion and diplomacy. 
· Able to demonstrate high attention to detail within written communications
· Strong analytical and comprehension skills
· Understanding of the complexities of delivering projects in London, including navigating urban development constraints, stakeholder interests, procurement considerations and contractor management.
· Good skills in using MS office packages, specifically Outlook, Excel and PowerPoint. 


	Desirable
	· Developing analytical skills
· Basic technical understanding of estates, the built environment, procurement or building design.

	Additional requirements

	Essential
	
· Strong commitment to creating a culture that lives ZSL values and commitment to safeguarding, equality and diversity (collaborative, inspiring, inclusive, innovative, impactful and ethical). 
· To comply with and promote Health and Safety policies and procedures. 
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