
Job Description
 Hammersmith and Fulham Urban Studies Centre
Part-time  Tales of the Thames Path Project Officer (2 days/ week)

Description of Post:

The focus of the post is to assist in delivering our HLF funded Tales of the Thames Path 
project          (see separate document)

1. To devise, prepare and deliver project work in Hammersmith and Fulham and Kensington 
and Chelsea, including outside the classroom learning sessions.

2. To organise and carry out CPD training courses for teachers and other adults
3. To plan and deliver informal family events at the Urban Studies Center and other sites, 

including Fulham Wharf Environment Centre
4. To help maintain and develop the Centre as an educational resource base including: 
i. The development of educational materials  (including web-based learning resources)
ii. The collection of local and environmental information resources (eg maps, photographs and 

reports) for the creation of learning materials
iii. The development of a network of local contacts who can contribute to the project; 
iv. The publication and dissemination of these resources and facilitation of their use.
5.  To recruit, supervise and support volunteers to contribute to project work and support 

childrenʼs work
6.  To keep records of project work
7. To share in the day to day running of the Centre: 
i. Answering the phone; 
ii. Dealing with enquiries; 
iii. Filing; 
iv. Monitoring and maintaining office stock
v. v. Publicising the Centreʼs work (blogs, newsletter and twitter)

8. To keep informed about the Centreʼs activities, local environmental issues and educational 
developments of relevance to Urban Studies.

9. To contribute to the Centreʼs Annual Report, publicity material and other publications, 
displays and exhibitions.

10. To attend staff meetings to report on educational projects and other steering groups as 
required.

11. To help provide a liaison function between schools, community groups, local agencies, the 
Council and local individuals to help develop and support the project and the Urban 
Studies Centre.

The Tales of the Thames path Project Officer is responsible to the Director of the Centre and 
through her to the Board of Trustees.

This post will finish at the end of  February 2017 (although could be extended if further funding 
becomes available).

August 2015


