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Professional and Practice Development Project Co-ordinator 

 

Accountable to:   Professional and Practice Development Lead 

Salary:                       £25,000 - £30,000 dependent on experience 

Location:   Dementia UK, 7th Floor, One Aldgate, London, EC3N 1RE 

Hours of work:  35 hours per week, Monday to Friday 

Contract:  Full-time, permanent  

 

Job Summary: 

This is a key role in the effective running of the Professional and Practice Development (PPD) Team 

and its activities. It will involve taking the lead in project managing work undertaken by the team as 

a whole, in maintaining the expertise of Admiral Nurses.  

The project coordinator will provide comprehensive and responsive administrative support to the 

PPD team. It will also involve working closely with supporters and other key stakeholders to support 

the development of Admiral Nurse practice.  

 

Job Purpose: 

 To be responsible for the Professional and Practice Development (PPD) team’s programmes of 

work. 

 To support  the Admiral Nursing Professional and Practice Development Lead in coordinating key 

areas of activity and  in coordinating and monitoring project plans, budget management and 

outcomes.  

 Working with key members and staff including Admiral Nurses to ensure specific projects and 

activities are delivered effectively completed on budget and on time by project managing 

effectively.  

 To act as the first point of contact for those wishing to speak to the PPD team by prioritising, co-

ordinating and responding to queries, drafting and sending out correspondence as appropriate 

and working with the team to ensure appropriate and timely responses. 
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Specific responsibilities  

1. To support the evaluation of projects and activities delivered by the PPD team including Admiral 

Nurse Inductions, Practice Development days including Clinical Supervision, Masterclasses, 

Communities of Practice, Annual Forum, AN Competency Framework and Professional 

Development in line with delivery of Dementia UK’s Strategic Aims.  

2. To work alongside the PPD team in supporting the development of specialist resources and 

information which help ensure that Admiral Nurses are supported in maintaining their expertise 

and knowledge. 

3. To liaise with supporters and other key stakeholders as required in supporting the development 

of Admiral Nurse practice including HEI’s, host organisations, external providers and service 

users to ensure good communication between the PPD team and those we collaborate with. 

4. To provide administrative support for the Higher Education for Dementia Network (HEDN), in 

coordinating meetings, liaising with members, minute taking and developing documentation. 

This is to support activities relating to academic developments in dementia care and be the first 

point of contact for this group. 

5. To act as a resource, and lead on the use of Pebble Pad (or other equivalent electronic portfolio) 

to support the ongoing development of Admiral Nurses and monitor the platforms effectiveness 

to ensure that the organisation is making the best use of the system. 

6. To support the PPD team in developing and supporting Communities of Practice for Admiral 

Nurses to ensure that good communication is maintained and that the events are well 

organised. 

7. To book venues, travel, accommodation, and organise/support complex meetings, events and 

conferences in relation to all PPD team projects using agreed suppliers and systems, recording 

all expenditure accurately as required to ensure smooth and effective running of all events. 

8. To attend PPD meetings as a member of the team, providing administrative support to ensure 

these meetings are properly arranged and serviced. This includes helping to draft agendas, 

progress, prepare and collate papers, and take the minutes of meetings as required to ensure 

effective administration of team planning. 

9. Disseminate resources which support the professional and practice development of Admiral 

Nursing in relation to project work e.g. Competency Framework development, Communities of 

Practice, practice development projects etc. and liaise with Admiral Nurses to assess the 

usability of resources shared and feedback to the PPD team to ensure efficiency.  

10. Work alongside the Admiral Nurse Administrator in managing and co-ordinating events such as 

the Admiral Nurse Induction providing new nurses with the resources required and supporting 

attendance, and in particular evaluating the effectiveness of the course in order to suggest any 

future  

11. To provide cover for reception duties as and when required in order to support the Charity to 

ensure that visitors are greeted appropriately, together with providing cover for any other 
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receptionist duties that may be required including dealing with and outgoing post as may be 

necessary.  

Person Specification 
 

The preferred candidate will have the following experience, abilities and aptitudes:  
 
Essential technical skills 

 Demonstrable experience of working in administrative support roles 

 Clear and logical thinker, with experience in process-led development 

 Demonstrable organisational and time management skills 

 Project management skills and ability to use project management software 

 Highly proficient in using MS Desktop packages (Word, PowerPoint, Excel), MS Outlook (mail, 
calendar and databases), with the ability to produce documents including complex reports and 
correspondence of a high quality 

 Demonstrable event planning and event management experience 

 Ability to gather, collate and manage both quantitative and qualitative data which supports 
evaluation and outcomes of activities 

 Experience of involving carers and service users in projects 

 Familiarity with and understanding of issues relating to older people’s mental health/ carers and 
dementia 

 Experience and understanding of multi-disciplinary working 

 Excellent grammar, spelling and high standard of oral and written communication skills, including 
the ability to draft reports and complex correspondence to a consistently high standard 

 Possess the ability to work productively, efficiently & effectively with initiative and drive under 
tight timescales whilst maintaining attention to detail and quality 

 Highly developed organisational skills to prioritise and manage a diverse portfolio of projects with 
the minimum of supervision 

 Willingness to work outside of normal office hours on occasion when required  

 Empathy with the aims and ethos of the charity  
 
Essential personal skills 

 Helpful, approachable and positive nature; able to stay calm and diplomatic under pressure  

 Evidence of a responsive and flexible attitude towards getting things done; creating opportunities 
or minimising potential problems by anticipating and preparing for these in advance  

 Excellent interpersonal skills with evidence of developing and maintaining positive working 
relationships with staff at all levels through being reliable, punctual and maintaining a pleasant 
work attitude  

 Excellent communications skills, including tact, diplomacy and assertiveness, with the ability to 
communicate in a complex environment (both internally and externally)  

 Ability to work well independently and to contribute as part of a team, with a supportive attitude 
to colleagues  

 Ability to maintain the highest levels of confidentiality  

 Possess the willingness to learn, improve and adapt 

 Ability to absorb, analyse and impart information quickly 
 

Desirable 

 Experience in Charity/Third Sector  

 Experience of working within a small office environment 

 Experience of working with remote based staff 


