



Job Description

Job Details 

Introduction
The Greater Lincolnshire MOVE project is a 3-year project funded by The National Lottery 
Community Fund and the European Social Fund. The project aims to help people living in 
Lincolnshire into paid work. Sortified is one of the organisations across Greater 
Lincolnshire who are working together to help people into work, training, education, and 
employment. While the overall project is there to support everyone, Sortified’s focus is on 
supporting unpaid Carers who want to become job ready, find a volunteering opportunity, 
access education or training courses to increase their skills, or get back into paid 
employment.   

The type of support that the project offers includes: 
• Training and qualifications to help meet personal employment goals

• Volunteering Opportunities 

• Opportunities to develop transferable and practical skills
• Access to an online support tool   
• Ongoing personalised support 
• Financial help is available to meet individual’s support needs including travel, 

childcare and respite care costs

Job Title Project Support Officer

Hours 15 hours per week (flexible working)

Salary £18,000 per annum  (pro rata) 
Pro rata approximately £7,120 per annum for 15 hours per 
week

Fixed Term Contract Until the end of the project – end of March 2022

Location Office based in Bourne, LIncolnshire



Responsibilities and Duties

Responsibilities include but are not restricted to:

• Supporting the Project Lead and Project Officer
• Developing and implementing key project functions such as project workshops, and 

various project initiatives
• Undertaking participant liaison in support of Project Officers
• Working with participants on a 1:1 basis
• To be the first point of contact for new referrals to the project from clients or referrers 

dealing with enquiries with a professional manner
• Organising initial and follow up appointments for the Project Officer/s and liaising with 

the team to discuss any feedback or outcomes from contact with individual clients
• Recording all contacts with clients onto the database in a timely manner and ensuring 

that all individual files have up to date information about the client and their support 
needs or interventions received

• Scanning and uploading of confidential documents to the bespoke project IT system
• Hard copy and electronic filing
• Internet based research for appropriate training, education and employment 

interventions to meet client’s individual needs
• Undertake regular audits of hard copy and electronic files to ensure compliance with 

the project funders guidelines
• Attend quarterly monitoring meetings with Building Better Opportunities Project team 

and Sortified Project Officers
• Attend quarterly Building Better Opportunities Project Delivery Group Meetings and/or 

Cluster Group meetings (when required)
• Attend regular internal project team meetings
• Handling correspondence
• Minute taking
• Liaising with relevant training, education and employment organisations to provide 

Project Officers with appropriate information on opportunities available to meet the 
needs of individual clients

• Participate in regular supervision with Line Manager to discuss workloads and personal 
development opportunities

• Work within all Sortified’s policies, procedures and standards
• Other duties pertinent to the role and as agree with the Line Manager



Person Specification 
Knowledge, experience and skills required for the role:

Skills and Experience 

Personal Qualities 

The role is subject to an enhanced DBS Check

A good all-round education including GCSE’s (or equivalent) 
or NVQ level 2 or have extensive experience in a similar role.

Essential

Working knowledge of unpaid carers Desirable

Demonstrate strong written and verbal communication skills Essential

Knowledge and experience of working with adults and ability 
to remain calm and self-confident in challenging situations 
when supporting clients on the telephone

Essential

Previous experience in a customer facing role Desirable

Competent in working with IT software, particularly Microsoft 
applications, Outlook and Excel

Essential

Ability to compile records and reports following set project 
guidelines 

Essential

Good organisational and time management skills Essential

Excellent communication skills Essential

Ability to stay calm when dealing with difficult conversations 
and be measured in your response

Essential

Commitment to excellence Essential

Ability to follow set guidelines Essential

Non-judgemental Essential

Ability to work well with others within a team Essential


