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	JOB DESCRIPTION

	Post Title
	TSNLA Project Manager


	Team
	Community Learning

	Line Manager


	Development Officer (VCS)


	Location
	TBC

	Scale 


	 PO
	Salary Pts


	35 - 43
	Salary:  £28,172 to £34,991



	MAIN PURPOSE OF POST



	To be responsible for project managing the further development of the Third Sector National Learning Alliance (TSNLA), towards its launch as a separate body, and to support the early stages of its work as an independent organisation.


	TASKS, ROLES AND RESPONSIBILITIES

1. Finalise the TSNLA Business Case and Project Action for 2008/09 and 2009/10.

2. Undertake tasks in the Project Action Plan (in agreement with the NIACE Line Manager).

3. Arrange TSNLA Steering Group meetings and prepare documentation for and report to the group.

4. Manage the TSNLA website, include responding to enquiries, preparing/editing documentation, and managing/servicing the interactive facilities.

5. Liaise with key Third Sector and non Third Sector stakeholders, including attending meetings (in agreement with the NIACE Line Manager) to represent the views of the TSNLA.

6. Manage and further develop the national communication ‘tree’ (in agreement with the NIACE Administrative Assistant).

7. Undertake and be responsible for research and consultation tasks (in agreement with the NIACE Line Manager), including design, implementation, and dissemination.

8. Assist other NIACE staff, consultants and Steering Group members to support the development of the TSNLA, as required.

9. Make presentations to workshops, seminars and conferences on TSNLA matters.

10. Lead on the production of reports, summaries and other documentation (in agreement with the NIACE Line Manager).

11. Any other reasonable duties the NIACE Line Manager, or TSNLA Steering Group might require. 




