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Transforming the Thames Project Coordinator

	Job grade
	Level 3
	Reports to
	Senior Partnership Manager

	Directorate
	Conservation and Policy

	Function
	Conservation & Policy

	Contract 
	Fixed Term

	Location
	Head Office (Regent’s Park) 



Responsibility for resources
	Direct line reports
	None
	Responsibility for other resources
	GDPR requirements, Project grievance mechanism, Equipment, Data. 

	Financial resources
	Personal expenses in accordance with ZSL Global Expenses Policy. Delegated responsibility for project purchases.
	
	



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 
The Transforming the Thames Project Coordinator will provide high-quality administrative, organisational and coordination support for Transforming the Thames, an ambitious partnership programme restoring coastal habitats across the Greater Thames Estuary.

Working closely with the Senior Partnerships Manager, Senior Restoration Manager, wider ZSL team and project partners, the postholder will support the day-to-day running of the programme. They will coordinate meetings and working groups, record minutes and actions, maintain project systems, coordinate partner inputs, support grant administration and reporting, and help keep activities and deliverables on track. This role would suit a highly organised, proactive and adaptable individual who enjoys coordinating multiple workstreams and priorities within a collaborative programme.

Transforming the Thames (TtT), led by ZSL, has a vision of a Thames Estuary that is Restored, Reconnected and Resilient; an Outstanding Coastal Wetland for Communities and Wildlife. The partnership brings together industry, government, environmental organisations, local nature partnerships and landowners to reconnect the fragmented and damaged seascape through habitat protection, repair and restoration.
Key responsibilities

Project coordination and administration
· Support the day-to-day coordination and administration of Transforming the Thames, working with the Senior Partnerships Manager, Senior Restoration Manager, ZSL team and project partners to ensure activities, milestones and deliverables remain on track.
· Maintain effective project management systems, including workplans, project calendars, shared folders and project records, ensuring information and data are well organised, stored appropriately and easily accessible.
· Coordinate partner inputs, monitor deadlines and follow up on outstanding actions, information and deliverables.
· Support project and grant administration, including maintaining accurate records and coordinating information required for financial and donor reporting.
· Maintain the projects central inbox and calendar, coordinating and responding to enquiries.
Partnership meetings and engagement
· Coordinate partnership meetings, working groups, Steering Committee meetings, workshops, conferences and other project events, including scheduling, logistics, agendas, recording minutes and key decisions, and ensuring agreed actions are followed through.

· Build and maintain positive working relationships with project partners and stakeholders, supporting effective communication and information sharing across the partnership.

Project reporting and information storage
· Coordinate the collection, organisation and management of project information, monitoring data provided by partners, maintaining clear, accurate and accessible project records.
· Support the preparation of funder, technical and internal reports by coordinating partner contributions, collating information, contributing to drafting and leading on specific reports where required.
· Contribute to the development of funding proposals as part of a wider team.
Communications and engagement
· Support the coordination and delivery of project activities, events, workshops, site visits, stakeholder engagement and public outreach, including coordinating ZSL attendance and the storage and distribution of engagement materials.
· Work with the Communications Officer and wider team to coordinate partner information and contribute to project updates, presentations and communications materials where required.
· Represent the project at relevant meetings, technical meetings, conferences and events where appropriate, and provide wider coordination support to the programme as required.
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
	Experience

	Essential
	· Proven experience providing project coordination, administration or project support within a busy, multi-workstream environment.
· Experience of coordinating activities, actions and deadlines within a multi-partner programme or partnership.
· Experience of organising meetings, workshops or events, including logistics, papers, minutes and action tracking.
· Experience of collating information and contributing to project reports, briefings, presentations or other written materials.

	Desirable 
	· Educated to BSc/BA level in a relevant field (e.g. environmental science, conservation, ecology, geography, marine science, environmental management or project management), or equivalent relevant professional experience.
· Experience of working within the environmental, conservation or not-for-profit sector.
· Experience in communicating at different levels with different audiences including volunteers, partners, and government.
· Experience of supporting grant funded projects, including project monitoring, evaluation and reporting, tracking deliverables, meeting donor requirements, and contributing to funding applications.

	Knowledge and skills

	Essential
	· Excellent organisational and coordination skills, with the ability to manage multiple priorities and deadlines.
· Excellent written and verbal communication skills, with strong attention to detail and accuracy.
· Strong interpersonal skills, with the ability to build positive working relationships with colleagues, partners and stakeholders.
· Strong IT and information management skills, including Microsoft Office (Word, Excel, Outlook) and online web page management, filing and project-management systems including Google Drive.

	Desirable
	· Knowledge of environmental conservation, habitat restoration or coastal and estuarine environments.
· Basic GIS skills to manage the incoming project monitoring data from internal and partner teams, prepare habitat maps for project communications. 
· UK Drivers Licence 

	Additional requirements

	Essential
	· Highly organised, self-motivated and able to use initiative, managing competing priorities flexibly to meet key deadlines.
· The post holder will work normal office hours but there will sometimes be a requirement to work out of office hours (early mornings, late evenings) or over weekends.
· This role operates on a hybrid basis, with the postholder expected to work from ZSL’s Regent’s Park office at least two days per week. As a representative of the project, the postholder will also be expected to attend meetings and events across the Seascape sites in Kent and Essex.
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