[image: A picture containing text, clipart

Description automatically generated]
Job Description and Person Specification
Job Title – Placemaking Assistant​

	Job Description

	College/Service
Camberwell, Chelsea, Wimbledon
	Location
CCW (Camberwell Chelsea Wimbledon)

	Contract Length
11 Feb – 27 Mar 2026
	Hours per week/FTE
14 hours pw, can be worked flexibly around other commitments 

	Accountable to
Placemaking Manager
	Weeks per year
7

	Salary
	Grade
3



	Job Description

[bookmark: _Int_mEfpLluA]CCW is looking for a Placemaking Assistant to work with the Placemaking Manager in our Research and Knowledge Exchange team.  UAL is about to publish its first Placemaking Manifesto and Theory of Change and each of the colleges are preparing local Placemaking plans. For more info visit Explore - Placemaking Framework at UAL  For CCW, this means looking more deeply at our three very different locations in Southwark, Westminster and Merton.  Exploring what is important to those areas, how that overlaps with our Research and Knowledge Exchange strengths and how we might resource meaningful collaborations on civic issues.  

The Placemaking Assistant will support the first phase of developing that plan by undertaking desk research on civic plans across the three areas and preparing summaries and presentations of the findings.  This is a great opportunity to use your research skills and gain a deeper understanding of civic structures and working to meet community needs.

[bookmark: _Int_YzKyZJIY]We are looking for someone who is organised, analytical, self-motivated and has good written and ICT skills.  

We particularly welcome applicants from diverse backgrounds, including race, disability, age, sex, gender identity, sexual orientation, religion and belief, pregnancy and maternity, those with caring responsibilities and people who identify as working class.
Deadline for applications is midnight on Thursday 22 January.  Interviews will be held on Friday 30 January. 

	Purpose of role
· To undertake desk research on strategic plans of civic organisations such as councils, sub regional partnerships and GLA.
· To summarise these plans by theme and geographical area for the three CCW home boroughs of Southwark, Merton and Westminster.
· To horizon scan for funding opportunities linked to the delivery of civic strategic plans e.g. employment and skills funds.



	Duties and Responsibilities

Professional:

To:

· Undertake desk research on national, regional and local civic plans for the three CCW home boroughs of Westminster, Southwark and Merton.

· Summarise the findings by theme and geographical area including accessible presentation formats.  

· Horizon scan for funding opportunities linked to the delivery of local civic plans e.g. employment and skills funding, climate funds, Neighbourhood Community Infrastructure Levy etc.

· Provide administrative support to the Placemaking Manager to conduct interviews with key civic stakeholders to enhance the desk-based research.

· Formatting and producing memos, emails, reports, and presentations to deadlines and in house-style, using appropriate software.

· Attend meetings with staff and stakeholders where required 



	
General
· To undertake health and safety duties and responsibilities appropriate to the role.
· To work in accordance with the UAL Arts Temps Staff Charter and Dignity at Work Policy and anti-racism plans, promoting equality, diversity, and inclusion in your work.
· You may be required to regularly travel to other sites as necessary.
· To make full use of all information and communication technologies to meet the requirements of the role and to promote organisational effectiveness.
· Conduct all financial matters associated with the role in accordance with policies and procedures as laid down in the Financial Regulations.

	
Key Working Relationships - Managers and other staff, and external partners, suppliers etc. with whom regular contact is required.
· Reports to Placemaking Manager
· Head of Public Engagement
· Public Engagement Administrator​



	Working Hours

14 hours per week that can be worked flexibly around other commitments.  Some in person meetings will be required at Chelsea College of Arts and hot desk space can be accessed at Chelsea or work can be undertaken remotely.  






	Person Specification
Job Title – Placemaking Assistant
Grade - 3
The application form sets out several competence questions related to some of the following selection criteria. Shortlisting will be based on your responses to these questions. Please make sure you provide evidence to demonstrate clearly how you meet these criteria.


	Person Specification

	Means of Testing - A=application I=interview T=selection task

	


	Specialist Knowledge/Qualifications
	A-Levels, (or other relevant qualifications).
Good written English skills including the ability to summarise information for different audiences. 
 
Uses appropriate levels of IT skills to enable best use of available information and communications as necessary for the post: O365 literate and has a willingness to learn new systems as the role demands.

Knowledge of UK national, regional and local government structures. (desirable)


	Relevant Experience
	Project administration experience or significant relevant administrative experience

Experience of searching for information online, recognising reliable sources and producing reports

Experience of preparing visual presentations using software such as PowerPoint, Miro and Padlet. 


	Communication Skills
	Communicates effectively orally and in writing adapting the message for a diverse audience in an inclusive and accessible way


	Planning and managing resources
	Plans, prioritises, and manages their time effectively 


	Teamwork
	Works collaboratively in a team and where appropriate across or with different professional groups 


	Student experience or customer service
	Builds and maintains positive relationships with students, staff, and other stakeholders 


	Creativity, Innovation and Problem Solving
	An understanding of how creativity can make a positive contribution to civic issues such as climate change, public health, regeneration, etc.
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