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Air Quality Project Assistant – Global Action Plan  

About you 

Are you dynamic, collaborative and committed to improving the air we breathe?  

Would you like to be part of a high-performance team helping to lead the development and 
implementation of innovative, award-winning air pollution programmes? If so, Global Action 
Plan is looking for a Project Assistant to support its Clean Air team to help make a real change 
in the world.  

About us 

Global Action Plan is a charity that helps people live more sustainable lives by connecting what 
is good for us and good for the planet.  

We’re the people behind Clean Air Day (the UK’s biggest air pollution campaign), the co-
creators of the Clean Air Hospital Framework, the founders of the Clean Van Commitment, the 
designers of the Clean Air Public Insights Tracker and the architects of the Clean Air Hub – just 
some of the projects that you could be working on. Tackling air pollution is not only good for the 
planet but good for our health too.  

Beyond tackling air pollution, we’re also working with young people on new ideas about 
wellbeing and consumerism; that what makes them happier will at the same time be better for 
the planet. And we bring progressive businesses and schoolchildren together to work on 
ground-breaking projects that develop leaders of future and have a benefit on our 
environment today.  

Through our projects and collaborations, Global Action Plan enables people to see, believe 
and, crucially, act on the insight that what is good for us is good for the planet.  

Position details:  Project Assistant 

Salary: £19,201 - £22,000 per annum 

Contract type: 6 months (with possibility of extension) 

Annual holiday & benefits: 25 days and UK public holidays (pro rata) 

Hours: Full time (35hrs/wk)  

Core hours: M-F, 7hrs 9am-5pm 

Work location: Based at 201 Borough High St, London, SE1 1JA 

UK based travel may be required 
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We are looking for a Project Assistant who wants to 
change the world 

We are seeking a temporary Project Assistant to support a range of cutting edge air quality 
programmes. This opportunity is for an initial 6 month contract, with potential to extend beyond 
this period once the 6 months is complete. 

You will work alongside the Clean Air Project Officers and Programme Managers to ensure the 
successful delivery of projects across Global Action Plan’s Clean Air portfolio – with a focus on 
Clean Air Day. You will understand project impact targets across the portfolio and will play a vital 
role in supporting the delivery of projects, from assisting with events, supporting project systems, 
to information and communication gathering.   

Your main areas of delivery:  

• Deliver excellent on-the-ground engagement activities/project research and 
support/project management support/client management support 

• Manage logistics/administrative support for internal and external meetings and events 
• Support project systems and reporting  
• Write and disseminate project updates for key stakeholders 
• Help collate communications content and data on projects to measure and communicate 

our success  
• Provide general logistics and administrative support where required 
• Support the delivery of air quality programmes across the team’s portfolio as required 

Key skills and experience 

We are looking for a passionate, driven and organised individual who cares about air pollution. 
You will have a proven track record of working on people-facing programmes and of 
administration. We are looking for someone with the following: 

Required 

• Great organisational skills and real attention to detail   
• Strong inter-personal and communication skills with flexibility to address a range of 

audiences both written and verbal  
• Strong comprehension of sustainability and how that applies to people’s everyday realities  
• Ability to self-manage and be proactive and flexible  
• Confident in prioritisation and managing own workload  
• Confident using and experience with Microsoft Office, in particular Excel  
• Excellent written and communication skills 
• Academic qualifications are not required however in the absence of these previous office-

based experience is essential. 
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Desirable: 

In addition, the following experience and skills are applicable, although not all are essential for 
the role:  

• A strong knowledge of air quality 
• Experience in stakeholder engagement 
• Data analysis experience 
• Strong research skills 

Is GAP the right fit for you? 

We are looking for someone who will enjoy the fun and mission driven culture at GAP. Staff 
culture is incredibly important to us. We take great care to bring in people who reflect our 
values and who we know will thrive. If the below five values really resonate and you have the 
skills we are looking for then we’d love to meet you! 

When applying, please confirm that you the right to work in the UK. 

Value What this looks like What we look for 
We 
challenge 
the norm 

Radical change is needed. We dare 
to think big and re-imagine how we 
live and work; to bring about real 
shifts in human behaviour and tackle 
systemic issues not symptoms. 

Creativity and passion for tackling big 
hairy environmental and societal issues. 
Ability to think big. 

We inspire 
change 

We are stubborn optimists, we have 
no room for apathy, blame or 
negativity. We inspire, empower and 
motivate change. 

People who look for personal agency in 
a situation. The ability to listen, 
empathise and meet people where they 
are and bring them with them. 

We get stuff 
done 

We work hard to have a real impact 
in everything we do. We aren’t happy 
with talk, we want action, today. 

Self-starters who are excited to propose 
their own direction and priorities - not 
just receive them. 

We share 
openly 

We are honest, straight talking and 
open. Whether data, ideas, projects 
or tools we seek to share and 
collaborate for bigger impact. 

People who can see and share their 
weaknesses as well as their strengths. 
People who don’t hide behind others or 
jargon. An openness to alternative ideas 
and points of view. 

We look out 
for each 
other 

We care about the planet and also 
the people who live on it. We have 
fun on our mission and make sure 
that no one gets left behind along the 
way. 

People who walk the talk in their 
personal and work lives. Relationship 
builders with great networks they can 
draw on for support and ideas. 
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