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Assistant Project Manager (Apprenticeship)

	[bookmark: _Hlk122621579]Job level
	0 - Trainee
	Reports to
	Capital Projects Lead

	Directorate
	Estates

	Function
	Capital Projects

	Contract 
	24-month fixed-term

	Location
	Whipsnade Zoo



Responsibility for resources

	Direct line reports
	0
	Responsibility for other resources
	N/A

	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 

Sitting within the Estates team, the role of Assistant Project Manager Apprentice is to support the Capital Projects Team in delivering a range of capital projects across the Whipsnade and London Zoo estates, ranging from small £100k refurbishments right up to large >£5m developments. In doing so they will acquire the skills to successfully manage projects through a combination of work-based learning and external study and will be supported in working to achieve a Level 4 Diploma in Project Management (APM).

Key responsibilities

Project Management
· Support the project team in coordinating and delivering all stages of the project lifecycle, ensuring tasks are carried out efficiently and in line with agreed processes.
· Assist in reviewing and analysing business cases, providing clear and constructive feedback to confirm that project proposals remain viable and aligned with organisational priorities.
· Prepare clear documents, diagrams, and visual aids that set out project milestones, stages, and delivery requirements for use by the wider project team.
· Support the planning of resources required to deliver project activities, including coordinating information from internal teams and external partners.
· Help identify, log, and monitor risks and opportunities, escalating issues appropriately and contributing to mitigation plans.
· Collate, analyse, and present data relating to project performance, contributing to regular reporting and decision‑making.
· Contribute to post‑project reviews, documenting lessons learned and supporting continuous improvement for future project delivery. 
· Assist in monitoring and reporting on project objectives and KPIs, supporting wider performance, sustainability, and organisational goals.
Stakeholder and Contractor Management
· Contribute to stakeholder engagement activities, helping to communicate project intentions, gather input, and maintain positive working relationships throughout delivery.
Health and Safety
· Comply with and promote all statutory health and safety requirements and best practice, including on‑site inspections and safe working practices.
The duties and responsibilities described are not a comprehensive list and additional tasks 
may be assigned from time to time that are in line with the level of the role.


Person Specification

	Qualifications and Experience

	Essential
	· 3 A-Levels Grade C or above (or equivalent UCAS points)
· 5 GCSEs Grades 5 – 9 including Maths and English

	Desirable 
	· Experience working in a zoo or other similarly complex operational environment with multiple stakeholder groups.

	Knowledge and skills

	Essential
	· Passion for design and project management
· Adaptable and keen to work in a fast-paced environment
· Ability to work unsupervised and motivated to self-study
· Works well with others and likes working in a team 
· Able to deal with conflict in a reasonable manner
· Has a positive and professional attitude
· Excellent verbal and written communication skills
· Good numerical skills
· Confident in the use of IT and MS Office 


	Desirable
	· Awareness of construction techniques and engineering or a strong willingness to learn

	Additional requirements

	Essential
	· This post is based predominantly at Whipsnade Zoo, with regular travel to London Zoo required, but some home-working is possible when site commitments allow. 
· Strong commitment to creating a culture that lives ZSL values and commitment to safeguarding, equality and diversity (collaborative, inspiring, inclusive, innovative, impactful and ethical)

	Desirable
	· Clean driving licence and own transport.
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