
Part-Time Project Manager
Salary: £17.43 per hour
Project: National Lottery Heritage Engagement Programme at St Chad’s Church
Location: St Chad’s Church, Far Headingley, Leeds, LS16 5JT
Hours: 14 hours – flexibly each week.
Contract: Fixed-term contract (November 2026 – November 2027)
Reporting to: St Chad’s Parochial Church Council (PCC)
Supervised by: Alison Gallant Treasurer, St Chad’s Church

1. Role Purpose
St Chad’s Church is a Grade II* listed building and a vital community hub in Headingley, Leeds. The church is embarking on a significant heritage project to deliver urgent repairs to its landmark 186-foot spire and clock while also capturing and promoting the rich cultural heritage of the church and local community.
The Part-Time Project Manager will be responsible for the successful project management of the heritage engagement programme, ensuring the project meets the requirements of the National Lottery Heritage Fund and delivers lasting community benefit.
We are seeking an enthusiastic and organised individual to coordinate community events and communications that support the project. The successful candidate will play a central role in helping the church engage wider audiences, increase participation and raise awareness of both the restoration project and the church’s heritage activities.

2. Key Responsibilities
A. Fundraising & Event Coordination
· Plan, organise and deliver a programme of church and community events.
· Coordinate heritage activities linked to the restoration project, including talks, exhibitions, open days and community gatherings.
· Recruit and coordinate volunteers to support events and activities.
· Ensure events are welcoming, inclusive and accessible to a wide range of audiences.
· Evaluate the success of events and identify opportunities for future growth.

B. Marketing, Communications & Social Media
· Lead promotion of events and activities through social media platforms, newsletters, posters and local press.
· Create engaging digital content, including social media posts, event advertising, and website and community updates.
· Help increase attendance and public engagement through effective communications.

C. Project Management & Delivery
· Monitor, evaluate and report on National Lottery Heritage Engagement progress, ensuring compliance and success.
· Monitor risks and raise them, with suggestions on how to mitigate them to the PCC.
· Update the project plan and report back in a timely manner to the Treasurer and PCC.

D. Financial Management
· Support grant compliance, including monitoring eligible expenditure, value for money and accurate financial tracking for the Heritage Engagement Project.
· Prepare short progress and financial reports for the PCC. 

E. Oral History Project
· Organise the people involved with the oral history videos (dates / times / attendees).
· Act as the interviewer in the oral history videos, seeking to get the most interesting information about the subjects. 
· Liaise with external partners (e.g. Leeds Museums & Galleries, videographers) to maximise the benefits of the project.
· Ensure outputs are accessible, inclusive and meet digital requirements.

F. Monitoring, Evaluation & Reporting
· Ensure compliance with National Lottery Heritage Fund requirements.
· Measure and collect data and evidence of outcomes (participation, engagement, heritage impact).
· Prepare progress reports and final evaluation reports.

3. Person Specification
Essential
· Experience organising events and community activities.
· Strong communication and interpersonal skills
· Experience using social media and digital marketing to promote events and organisations.
· A willingness to get stuck in and actively solve problems.
· Good organisational skills and ability to accurately report progress in writing.
· Ability to manage a project to a strict financial budget and timeframe
· Ability to work independently and collaboratively with volunteers.
Desirable
· Experience in project management – either in a professional capacity or through personal experience (for example, managing a house renovation)

4. Working Arrangements
· This is a flexible, part-time role.
· Some evening or weekend work may be required for events.
· Combination of on-site presence at St Chad’s and flexible/home working.
· Leeds based. Travel expense will not be covered.
· The role will involve working closely with volunteers, community members and project partners.
· Individual is required to have personal laptop that they could work on. IT will not be provided.

