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Application Information Pack 

Project Support Officer  
 
 
Dear Applicant, 
 
Thank you for your interest in the position of Project Support Officer for the Centre for Labour 
and Social Studies. 

This is a great opportunity to contribute to building the profile of a new and growing think tank 
working to promote debate and discussion on alternative policies for the left. Originating in the 
labour movement, CLASS works with a broad coalition of supporters, academics and experts to 
produce high quality, intellectually compelling publications and events. CLASS seeks to shape 
ideas that can inspire the trade union movement, cement a broad alliance of social forces and 
influence policy development to ensure the political agenda is on the side of working people. 

This position will suit someone with experience of general office administration and 
coordinating events, who has good communication skills and is highly organised. Ideally we 
would like to have someone in post in January 2015. We’re a small, busy team so we’re looking 
for a team-player who’s happy to get stuck in and hit the ground running. 

This post will be based at our offices in Holborn, London where you will be working as part of a 
small committed team reporting to the Centre Coordinator. The position is offered on a full-
time basis (37.5 hours/week) on a temporary contract that will expire one month after the date 
of the General Election on 7 June 2015 with possibility of extension. 

Please find enclosed: 

 Some background information on Class 

 Guidance on completing your application  

 A job description and person specification 

If you would like to apply, please complete and return the application form by email to 
info@classonline.org.uk or by post to Class, 128 Theobalds Road, London, WC1X 8TN by 5pm 
on Tuesday 9 December. We would be grateful if you could also return the Equal Opportunities 
monitoring form, although you are under no obligation to do so. 

Class promotes equal opportunities and we welcome applications from all suitably qualified 
persons regardless of their gender, race, disability, sexual orientation, gender identity, age, 
religion or belief.   

Yours sincerely, 

 
Steve Hart 
Chair 
 
 
 
 

mailto:info@classonline.org.uk
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Organisation Information 
 

The Centre for Labour and Social Studies (CLASS) is a new and growing thinktank established in 
2012 to act as a centre for left debate and discussion. Originating in the labour movement, 
CLASS works with a broad coalition of supporters, trade unions, academics and experts to 
develop and advance alternative policies for today. 
 
Through the production of high quality, intellectually compelling publications and events CLASS 
seeks to shape ideas that can inspire the trade union movement, cement a broad alliance of 
social forces and influence policy development to ensure the political agenda is on the side of 
working people. 
 
What does CLASS do? 
CLASS publishes briefings, policy papers and think pieces spanning a broad policy field. Projects 
already underway address issues of growth and the economy, work and pay, housing and 
equality, education, democracy and welfare, amongst many others. 
 
CLASS organises seminars and events across the country to encourage discussion on new policy 
ideas. CLASS also acts as a resource base, hosting policy documents and briefings from the 
labour movement on our website and producing factsheets and email briefings on a range of 
policy concerns.  
 
Who is involved? 
CLASS was set up by Unite the Union, the GMB and the Institute of Employment Rights and now 
has the support of a growing number of trade unions including ASLEF, BFAWU, CWU, GFTU, 
FEU, Musicians' Union, NUM, NUT, PCS, PFA, TSSA, UCATT and UCU.   
 
The organisation is run day-to-day by a small and dedicated team. Work is overseen by the 
Officers and the Management Committee (http://classonline.org.uk/about/mc). Alongside this, 
CLASS has an impressive and ever growing National Advisory Panel of experts 
(http://classonline.org.uk/about/panel) who offer guidance on policy direction. 

 
 
 
 
 
 
 
 
 
 
 

http://classonline.org.uk/about/mc
http://classonline.org.uk/about/panel
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Applicant Information 
 
Please submit your application form either by post to Class, 128 Theobalds Road, London, 
WC1X 8TN or email to info@classonline.org.uk to be received no later than 5pm Tuesday 9 
December 2014. 

Interviews will be held on Monday 15 December 2014. Please keep this date free. 

Unfortunately, we are unable to reply to all candidates. If you have not heard back from us by 
11 December 2014 we have decided not to interview you on this occasion.  

 

Advice and Guidance on applying for a job with CLASS 

We have put together some advice on completing the application form that we hope you find 
useful.  

General Advice and Guidelines 

You may find it useful to prepare a rough draft before completion of the form. This will help you 
to avoid mistakes or repetitions. It will also assist you in making the form well organised and 
relevant.  

(4) (5) Telephone Number & Email Address 

Please ensure that you indicate if you do not want us to contact you at work. 

(6) Two Referees 

Please include your present or most recent employer and another previous employer as your 
referees. If you have not been employed, you may wish to give the name of a person who 
knows you well enough to confirm the information you have given, and to comment on your 
ability to do the job, for example a school or college tutor. Please note that any offer of 
employment is subject to receipt of references acceptable to us. 

(10) Education/Qualifications/Training 

Evidence of any relevant qualifications claimed will be requested if an offer of a job is made. 

(11) Work Experience/Employment History 

In detailing your nature of duties, please only give brief details. It is sufficient to explain the 
main features of each job that you have had. Please check that any dates requested are correct 
and in the right order. If you have any gaps, please tell us what you were doing during that 
time. 

(12) Experience Relevant to Post 

This is the section where you will make your main case for the job. 

Read the Job Description thoroughly and ask yourself why you are interested in the job.  Can 
you support your decision with supporting evidence? 

 

mailto:info@classonline.org.uk
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Concentrate on the Person Specification and think of evidence that shows you have the 
necessary skills, knowledge or experience to do the job. 

Ensure that you include all relevant experience as this will assist in the shortlisting process.  
Remember, you may have gained experience outside of paid employment, for example during 
education or in voluntary or community work.  

You should aim to present your experiences in a concise and positive way. 

Finally 

Return your completed form to info@classonline.org.uk under the subject heading Project 
Support Officer by 5pm on Tuesday 9 December 2014. If you have any queries regarding this 
position that you would like to discuss call 0207 611 2569 or email info@classonline.org.uk. 

mailto:info@classonline.org.uk
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Job Description 

  
Job Title:   Project Support Officer 
Contract:  Temporary until one month after the date of the General Election – 7 

June 2014 (with a possibility of extension)  
Salary:   £26,000 per annum 
Hours:   Full Time (37.5 hours per week)  
Responsible to:  Centre Coordinator    
Location:   Class, 128 Theobalds Road, London, WC1X 8TN  
Holidays:   30 days + bank holidays  
 
Role  

The Project Support Officer will be an integral part of our small busy team, working under the 
guidance of the Centre Coordinator to support the office with general administration tasks, 
event organisation, and specified projects as determined by the Management Committee. The 
main responsibility will be to provide assistance in the busy pre-election period so an ability to 
communicate confidently with a wide range of people is important. CLASS are looking for an 
organised individual with office experience, a strong political sense and a keen interest in 
policy.  

The general role will involve supporting the team in organising and building audiences for 
regional events, promoting Class publications and events through electronic and social media, 
and assisting with on-the-day event logistics which may include a certain amount of travel.   

As a member of a small team, there is a degree of flexibility to the role. It is likely to extend to 
providing general support with additional projects that CLASS undertakes. This may include 
assisting with research, drafting briefings, liaising with academics and experts to undertake 
written contributions and proof-reading drafts.  

Main Responsibilities: 

In your role as Project Support Officer you will:  

 Provide general assistance with office administration tasks.  

 Assist the Projects and Events Officer with organisation and on-the-day logistics of events 
across the UK. 

 Work with the team to develop links with local union officials, academics, campaigners and 
candidates to build audiences for Class events.  

 Assist the Media and Communications Officer in promoting publications and events using 
electronic and social media.  

 Assist the Centre Coordinator with drafting briefings, undertaking initial research and 
proof-reading submissions and final publications.  

 
This may involve: 

 Working within agreed budgets and timescales to assist in identifying and booking venues, 
catering, facilities and technical equipment for events. 
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 Liaising with, and briefing speakers ahead of events. 

 Assisting with event-day logistics to ensure the smooth running of events. 

 Assist in ensuring events are delivered in accordance with the principles of equality, 
diversity and accessibility. 

 Assist with ensuring CLASS has a relevant presence at key events and the conferences of 
our union supporters including staffing stalls. 

 Maintaining contact databases for local union officials, academics, campaigners and 
candidates across the UK.   

 Drafting website and email copy. 

 Drafting text and sourcing statistics for social media promotions and infographics. 

 Assist in undertaking directed research in support of media enquiries, new publications and 
briefings for activists.  

You will also support other work of CLASS as and when required: 

 Maintain an awareness of other organisations and their policy initiatives, including the 
Labour Party, trade unions, think tanks and other relevant organisations. 

 Assist in growing and developing links with unions and other organisations 

 Participate in team meetings and other meetings as required 

 Represent CLASS at external events in a professional manner 
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Person Specification 

 

Essential 
(E) / 
Desirable 
(D) 

Assessed by: 
Application (A) 
Interview (I) 
Task (T) 

Experience   

Experience of working in a busy office environment and handling 
administrative responsibilities 

E A I T 

Experience of using electronic and social media to build audiences 
and interest in an issue 

E A I T 

Knowledge and understanding of, and the ability to work within, a 
complex political environment 

E A I 

Experience of organising events  D A I 
Experience of sourcing information, analysing findings and drafting 
clear and accurate written briefings  

E/D A I 

Skills and Abilities   

Excellent organisational skills. E A I T 

Ability to use own initiative and work under pressure, prioritising a 
busy workload to tight deadlines. 

E A I T 

Excellent verbal communication and interpersonal skills; including 
a demonstrable confidence in dealing with supporters, volunteers 
and high-profile speakers in person, over the phone and by email. 

E A I 

Well-developed ability to work well with others as part of a team, 
providing support as required, and building and maintaining 
effective working relationships. 

E A I 

Excellent IT skills (Microsoft Office) and experience of using blogs, 
Twitter, Facebook and other social media. 

E A I 

Attention to detail and a high level of accuracy; including the 
ability to proofread. 

E A I 

Excellent written communication skills, including the ability to 
research and write copy for a range of audiences and formats. 

E A I T 

Other   

Interest in politics, UK public policy and a firm commitment to the 
labour movement and the values of CLASS. 

E A I 

Willingness and ability to undertake some travel across the 
country to organise regional events, with some overnight stays. 

D A I 

Willingness and ability to be flexible and work outside normal 
office hours where necessary, especially during busy periods in the 
run-up to key events. 

D A I 

Understanding of and commitment to equality and diversity E A I T 

 
 
 
 
 


