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Role: 
Project Coordinator – EY SME 
 
Date:
May 2026
Elevating Education, Everywhere

[bookmark: _Toc164676538][bookmark: _Toc164844641]Job Description
Job Title: Project Coordinator (part-time, 18 hours/week)
Department: Project Management and Support
Location: Remote-Flexible
Travel Requirements: Occasional travel within the UK may be requested
Salary: £28,000 pro rata

Overview of the Role
The Project Coordinator, you’ll work closely with the Senior Project Manager to support the smooth and effective delivery of the EY SME contracts, which Etio manages on behalf of the Department for Education.
You’ll be the go-to for project coordination and operational support, ensuring projects stay on track, training events are delivered successfully, stakeholders stay informed, and key systems and processes are managed carefully. You’ll also play a key role in communicating with our partners, supporting delivery teams, and keeping everything running smoothly behind the scenes.

Key Responsibilities
Your core responsibilities include but are not limited to:
Support the planning and delivery of projects using tools such as delivery plans, risk logs, and event trackers  
Maintain project documentation, templates, and reporting systems 
Coordinate communications with stakeholders, including Subject Matter Experts and Learning Leads 
Support delivery through the coordination of in-person and online training events  
Coordinate programme scheduling, bookings, and logistics 
Capture lessons learned and help embed improvements
Attend events and stakeholder meetings as needed
Act as a key point of contact for queries and resources 
Support data management processes, including validation and reporting 
Maintain and update shared systems (e.g. MS Teams and project platforms) 
Support the production, formatting, and publishing of programme materials 
Track risks and escalate issues where appropriate 


Please note: You may be asked to take on other reasonable duties in line with business needs.





Expected Behaviours and Working Style
Make every day count - Delivers with focus and pace, prioritising high-impact activity and using evidence and insight to ensure consistently high-quality outcomes at national scale.
Lead the way - You own your work, meet deadlines, and take responsibility for your tasks and decisions
Deliver with empathy - Builds trusted relationships. You are discreet, reliable, and take care in handling sensitive data and relationships

Role Deliverables
Projects delivered on time and to budget
Training events are delivered successfully
Project systems and templates are used consistently 
Stakeholders receive timely, accurate info
Risks, issues, and changes are identified early and handled appropriately
Comms and updates are professional, accurate, and timely
Operational support is flexible and helps ensure success 
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Skills, Experience, and Qualifications
Essential
Strong academic or vocational background
Experience in business administration
Experience working in project environments or PMO roles
Excellent planning, organisational, and multitasking skills
Strong written communication and attention to detail
High competence with Office 365 (especially Excel, Word, Teams) and project management tools
Confident working independently and managing competing priorities
Experience meeting KPIs and tight deadlines
Understanding of management information systems and reporting
Comfortable working across varied stakeholder groups
Desirable
PRINCE2 Foundation or APM PFQ (or similar qualification)
Experience supporting budgets or financial tracking
Knowledge of UK education sector
Experience with SharePoint 
Worked with senior managers, directors, or external partners
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