	Job Type - 47

Student – Projects Assistant

	Section 1 - WORK DESCRIPTION:
· Assist staff with the day to day administration and coordination of small and/or large scale projects 
You may be required to work on some or all of the following tasks:

· Working under the guidance and supervision of team members to support the day to day workflow of the project 
· Make copies of correspondence and other printed material for branch/unit/project meetings
· Maintain office filing system by regularly updating key documents (e.g. employee telephone directory, emergency contact list etc.); reorganizing or collating information as and when required
· Perform basic data entry functions and prepare documents for distribution
· Perform basic research using the Internet

· Plan, organize, coordinate and manage daily assigned work

	Section 2 – SKILLS:

The following skills will be developed on the job: 
· Verbal, written and listening communication skills by understanding processes and guidelines & preparing documents (e.g. basic reports, recording data etc.)
· Organizational skills by collecting and organizing files, reports and other documents
· Time management skills by working in a busy environment to meet deadlines
· Interpersonal skills by working collaboratively within a multi-disciplinary team 

Required Skills & Work Habits: 
· Follow directions and seek clarification
· Attention to detail to record information accurately 
· Work in collaboration with others in a team setting and taking initiative on routine tasks
· Familiarity with the Internet and web-based tools e.g. to perform research on site engines and/or social media 
· Being punctual



Objective 3: Level 1 only











