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NCCPE Project Support 

Freelance contract: Up to 2 days per week between October 2020 and January 2021. 
 

Timeline and role details 

Quote received by: Friday 18th September 

Notification of acceptance: Thursday 24th September 

Briefing meeting and work commences: Thursday 1st October 

 

This role will be home-based with regular video meetings for the foreseeable future, whilst the 
NCCPE office is closed due to COVID-19. When we return to the office, some attendance at 
meetings may be required, but the project support role will still be home-based.  
 

NCCPE 

The National Co-ordinating Centre for Public Engagement (NCCPE) is a higher education agency 
based in Bristol and hosted jointly by UWE and the University of Bristol. We support universities 
and researchers to engage with the public. Find out more: www.publicengagement.ac.uk  
 
We are a small team of 7 staff. You can find out more about the team here:  
https://www.publicengagement.ac.uk/about-us/team 

 

The NCCPE aims and values 

Our aims 
 
We Inspire Culture Change: through encouraging university leaders and funders to create 
organisations where public engagement thrives. We Support Excellent Engagement: sharing great 
practice and providing thought leadership in public engagement. We Mobilise Connections: We 
connect with people working in the public engagement sphere and work with them to shape the 
future of higher education public engagement. 
 
How we work 
 

Welcoming and Respectful: We welcome people to work with us wherever they are on their 
engagement journey, and are respectful of the different backgrounds, perspectives and views on 

https://www.publicengagement.ac.uk/
http://www.publicengagement.ac.uk/
https://www.publicengagement.ac.uk/about-us/team
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engagement people may have. Our content is accessible, devoid of unnecessary jargon, and easy 
to find. 
 
Critical friends: We connect people and practice across networks.  We seek to add value, and 
enhance practice.  We are generous with what we know, and offer critical insights to help 
engagement thrive. 
 
Inspirational Advocates: We are change makers – inspiring others with our passion for high 
quality engagement.  We champion the importance of thoughtful engagement at every level. 
 
Experimenters: We are bold, and curious to develop new ways of thinking about and doing 
engagement that makes a difference to society. We are curious about what others are doing, keen 
to learn, keen to share. 
 
Knowledge Builders: We develop expertise through learning and research, and encourage others 
to contribute to developing an engagement knowledge base. 
 

NCCPE Projects and Services 

The NCCPE runs externally funded projects, and pay for access services. The project support role 

will provide support to the team in delivering these projects and services. A selection of the 

projects and services we run are detailed below: 

 

Enhancing Place-Based Partnerships in Public Engagement: Supporting capacity building in 

collaborative, place-based public engagement between research organisations, partner 

organisations and communities. 

 

Wellcome Centre Public Engagement Support Programme: supporting the development and 

embedding of high quality public engagement relating to the world leading scientific research 

being conducted at Wellcome-funded Centres. 

 

What Works: Public Engagement in Practice: A series of events crowdsourcing intelligence and 

resources relating to different engagement topics. 

 

Engage Academy: Year-long training programme for public engagement professionals. 

 

https://www.publicengagement.ac.uk/
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Engage Conference: The NCCPE's annual conference, providing an opportunity for all those 

interested in public engagement in higher education to come together, to be inspired, challenged 

and refreshed. 

 

PEP Network: A network to support public engagement professionals across the UK working in 

higher education and research. 

 

 

Project support required 

 

Purpose of role: 
 
To provide operational support to the Senior Project Manager and Senior Project Officer. The 
post holder will provide administrative support for a range of activities run by the NCCPE 
including the co-ordination of projects (which bring together different partners to enhance 
their public engagement activity); the delivery of workshops; supporting the planning and 
delivery of the NCCPE events programme, including the annual Engage conference; maintaining 
the NCCPE website; and communications activity. 

 
This will include, but not be limited to: 
 

 Providing technical support for events including those run on online platforms e.g. 
Blackboard Collaborate, Zoom. (Please note an ability to use online platforms is not a pre-
requisite to the role, as full training will be given.) 

 Desk research 

 Database administration – keeping the CRM up to date and ensuring details of project 
participants are recorded accurately 

 Project communications – providing updates to project participants on basecamp/ email/ 
phone 

 Creating web content 

 Scheduling and writing social media posts 

 Service support - supporting liaison with potential service users / enquirers 

 Meeting administration – preparing agendas, capturing and writing up minutes from the 
meetings including key action points 

 
You will also be expected to: 

 Comply with the University’s equal opportunities policy, and use this role to promote equal 
opportunity wherever possible 

https://www.publicengagement.ac.uk/
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 Be responsible for own health and safety and that of colleagues, in accordance with the 
University’s health and safety policy 

 

Management 

You will be managed by Maddy Foard, but will also be expected to work closely with other team 

members on specific project related tasks. You will be invited to join regular, ‘virtual’ team 

meetings. 

 

Providing a quote 

We welcome quotes from applicants with a diversity of needs and backgrounds, and are 

committed to creating an inclusive workplace, and to promoting diversity and inclusion across all 

of our activities. 

 

If you would like to quote for this work, please including the following: 

 An up to date CV  

 An expression of interest addressing the following questions: 

o Your experience relevant to the role (max 500 words) 

o Why you would like to work with the NCCPE (250 words) 

o An example of a project where you have offered project support (300 words) 

o describe description of how you would approach working with a remote team in a 

support role (300 words)  

 2 references 

 Your cost per day, including whether you charge VAT 

 Your normal weekday availability. (Please note that the role can be done flexibly, but 

attendance at some online events will be necessary, these events will happen between 

10am and 4.30pm on a weekday.) 

 

 

Please send the information above by Friday 18th September to: Maddy Foard, 

maddy.foard@uwe.ac.uk, 0117 328 7385.  

 

Please do contact Maddy with any questions, or to discuss the brief. 

 

https://www.publicengagement.ac.uk/
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