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Role Scope 

Job title:  Associate Project Manager Apprentice 

Salary:  £20-23,000 

Hours:   37.5 per week 

Accountable to: Head of Programmes 

Location:  Hybrid - working from home and in LEP office for collaborative working. There 

may be a need to travel to meetings both within and outside the Berkshire 

area. 

Job description 

We are looking for a ‘can-do’ person who is organised, enjoys planning activities and works well with 

a diverse range of people. As an APM apprentice you will become an important part of our PMO 

team working on a diverse range of projects where your output can make a real difference. Your 

typical daily activities will include working with delivery partners to gather information, reconciling 

and analysing data into useful information, producing reports on delivery, cost and quality and 

updating the LEP website and CRM system. 

As part of our 13-month APM apprenticeship programme you will gain valuable work experience 

whilst earning a very competitive salary. You will spend 1 day a week attending virtual classroom-

based training provided by Provek Ltd working towards your APM Project Management qualification. 

The Associate Project Manager programme blends training workshops, one-to-one tuition from 

experienced project management professionals, and guided self-learning using the award-winning 

PM Channel. You will also be supported by a mentor at Berkshire LEP. 

Job context 

The LEP has three strategic programmes to help grow the economy of Berkshire: Business 

Environment & Ideas; People & Skills; Infrastructure & Place. The work is funded through a number 

of different public channels, with funding held by the LEP’s Accountable Body, the Royal Borough of 

Windsor and Maidenhead. 

Working alongside the Head of Programmes and LEP programme leads, this role will help to ensure 

that the funded projects meet the requirements of government and achieve the outputs they set out 

to do. The Associate Project Manager Apprentice will work closely with third party delivery bodies to 

monitor progress of each project, in order to gather information for reporting to the LEP Board and 

government. This role will form a key part of the LEP’s Programme Management Office (PMO). 

The candidate should be able to handle multiple tasks, manage their time and interact will all 

stakeholders from government representatives to directors and external partners within local 

authorities. 
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Main responsibilities 

• Track project spend and liaising with the LEP’s Accountable Body to process payments 

• Own the PMO purchase order ledger and process of all project invoices 

• Work with internal and external delivery bodies to receive and review progress reports, 

updating internal documents with new data 

• Prepare first drafts of reports to the LEP Board and government 

• Keeping the project information on the LEP website up to date 

• Supporting the Head of Programmes with procurement 

• General support for the PMO and deputise for the Executive Hub, as necessary 

Person Specification 

Attributes Essential Desirable 

 

Experience  
Handling a wide range and volume of reporting systems and data, which is 

used to create reports.  
X  

Previous experience in office administration X  

Some experience of working with budgets and tracking finances X  

Some experience of procurement and contract management  X 

Understanding and knowledge of LEPs and the current economic policy 

landscape  

 X 

Skills and Abilities 
Strong numerical and IT skills, particularly MS Excel X  

Experience of using MS Project or other project management software  X 

Ability to interpret and present complex figures X  

Good organisational skills X  
Excellent report-writing skills  X 

Personal Qualities 
Meticulous attention to detail and accuracy X  

Highly organised and self-motivated – plans for and meets deadlines X  

Flexible and adaptable in a fast moving, changing environment X  

Work effectively under pressure in a busy and demanding work environment X  

Recruitment Timetable 

Date Stage 

10am on 13 June 2022 Closing date for applications 

22-24 June 2022 First round interviews 

28-30 June 2022 Second round interviews 

How to apply 

For any questions about the LEP or for an informal discussion, please contact  

Susan Jones, Head of Programmes at susanjones@thamesvalleyberkshire.co.uk   

mailto:susanjones@thamesvalleyberkshire.co.uk
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If you wish to apply for this position, please send your CV/Profile and a one-page summary of your 

reasons for wanting to join us, to lepcareers@thamesvalleyberkshire.co.uk by 10am on 13 June 

2022. 

For more information about the work of Thames Valley Berkshire LEP please visit our website: 

thamesvalleyberkshire.co.uk 

Please note candidate information will be retained by Thames Valley Berkshire LEP for 6 months 

unless you make a request for this to be deleted. 

Background Information 

The Thames Valley Berkshire LEP is a business led body, working to maintain the status of the 

region as the engine of the UK economy. It is comprised of key leaders across the business, 

education, voluntary and community sectors, and six unitary authority areas of: Bracknell Forest, 

Reading, Slough, West Berkshire, Windsor & Maidenhead and Wokingham. For more details on 

Thames Valley Berkshire LEP’s strategic priorities please visit thamesvalleyberkshire.co.uk 

Privacy Notice 

As part of any recruitment process, the company collects and processes personal data relating to 

job applicants. The company is committed to being transparent about how it collects and uses that 

data and to meeting its data protection obligations. For further information, please visit:  

http://www.thamesvalleyberkshire.co.uk/getfile/documents/Applicant%20Privacy%20Notice.pdf  

mailto:lepcareers@thamesvalleyberkshire.co.uk
http://www.thamesvalleyberkshire.co.uk/
http://thamesvalleyberkshire.co.uk/
http://www.thamesvalleyberkshire.co.uk/getfile/documents/Applicant%20Privacy%20Notice.pdf

