
Project Administrator
Job description and person specification

Overview
Adding climate clauses to contracts mandates enforceable climate action. The Chancery
Lane Project (TCLP) is a global collaboration of legal professionals who are driving the use
of ambitious climate action in all legal agreements, to codify and enforce commitments to a
net zero economy.

About the role of Project Administrator

As Project Administrator, you will support our Director of Knowledge and wider team in the
day-to-day organisation of our projects and our climate contract writing work. Your role
includes project preparation, administration, coordination and reporting. You will ensure
that our various workstreams are completed on time and to a high quality, and key
performance indicators (KPIs) are achieved. You will also support the editorial team with
proof-reading and other editorial functions as required.

This role will report to the Director of Knowledge.

Responsibilities

Responsibilities include, but are not limited to:

● Proof-reading and quality assurance checking our written climate content
● Administrative support for our climate content publication processes
● Supporting project teams with preparing project plans and accompanying project

governance documentation (risk registers, quarterly milestones planning, project
schedules)

● Assisting with resource and capacity planning
● Maintaining project management documents
● Coordinating project team members, within TCLP and across our network of

contributors, to ensure efficient workflows and timely delivery
● Measuring and reporting on project performance
● Overseeing project risk management and addressing potential issues
● Coordinating and taking part in project meetings
● Project budget management
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● General project administration
● Researching, evaluating and implementing appropriate project management tools
● Coordinating and administering project close down processes.

About you

The successful candidate will have the following attributes:

● A commitment to TCLP s̓ vision and mission.
● A deep understanding of the environmental crises facing our planet, as well as the

implications for ecosystems and societies from historic human activity. As a result of
this you will be internally motivated to effect change.

● You understand the importance of empathy and taking a caring approach within
work environments.

● Experience of supporting people to find agency, with resulting increases in the
responsibility they take.

● You possess strategic vision, good, independent judgement and an ability to think
creatively.

● A willingness to speak your mind and an ability to challenge current thinking, the
method of governance and management of the organisation in a constructive
manner.

● Resourceful, self-motivated, with a can-do attitude.
● Strong communication skills at all levels, both written and verbal.
● Strong attention to detail, able to multitask and prioritise effectively.
● Flexible, adaptable and comfortable working in a fast-paced, dynamic environment.
● Proven work experience as a Project Administrator or similar role, and working as

part of a team, with excellent organisational and time-management skills.
● Experience in project management, from conception to delivery, including projects

that take an agile approach.
● Strong working knowledge of standard project management so�ware and tools, with

a recognised project management qualification (e.g. PRINCE2 or APM) desirable.
● Strong IT skills, with experience in the implementation of project management

systems and so�ware desirable.
● A commitment to equal opportunities and the promotion of diversity and inclusion.

Employment arrangements

● Start date: ASAP
● Salary: £25,000 p.a.
● Full time with flexibility to discuss part time hours
● Remote working (UK based)
● 25 days holiday p.a. plus 8 public holidays

TCLP is a family friendly and inclusive organisation.

Application

Please send:

● Your CV
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● A cover letter addressing the following:
○ Your motivation for applying to TCLP
○ Your fit for this role, with reference to the requirements shown above
○ How you will manage this role working remotely
○ Potential start date

to Anne Murrell, Director of Operations: anne.murrell@chancerylaneproject.org

Contact Anne in advance if you would like further information before applying.

Applications will be accepted until 20 June.
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