
 

  
 

  
 

  

 
__________________________________________________________________ 

 
Job Description - Project Assistant 

Competitive Salary £26,000 to £28,000 per annum (fixed term contract end of March 17) 

Based in Wakefield  

Attractive pension scheme  

Free parking  

_____________________________________________________________________________________ 

 

An exciting opportunity has arisen for a strategic assistant to join the Yorkshire & Humber Academic Health 

Science Network (AHSN). 

 

The Yorkshire & Humber AHSN is one of fifteen AHSNs across England, established by NHS England in 2013 to 

spread of innovation at pace and scale and improving health whilst generating economic growth. The only 

bodies that connect NHS and academic organisations, local authorities, the third sector and industry, we are 

catalysts that create the right conditions to facilitate change across whole health and social care economies, 

with a clear focus on improving outcomes for patients. This means we are uniquely positioned to identify and 

spread health innovation at pace and scale; driving the adoption and spread of innovative ideas and 

technologies across large populations. 

 
Our trusted relationship with a wide range of stakeholders nationally and across local health and care systems 
means that we are able to influence, roll out and 'hand hold' colleagues in local delivery of the FYFV and other 
transformation initiatives in order for change to take real effect and become sustainable. 
 
Therefore we require a flexible, highly reliable and resilient strategic assistant able to work on projects and 

challenges across the whole organisation.  With diverse skills, a highly able assistant to work alongside/ free up 

the managing director’s time.  Working simultaneously on multiple projects, making connections that might not 

otherwise be made both internally within the organisation and through external opportunities. This individual 

must have the ability of taking over pressing issues for the managing director and move them forward.  You will 

be able to confidently confront the complex challenges facing the Y&H AHSN and the NHS. Your response to 

these complexities will be guided by common sense, strong relationship building skills and intuitive 

understanding of the required approach and level of discretion.   

 

 

 

 

 

 

 

 



 

  
 

The ideal candidate will have the following key attributes  

Highly competent support skills  

 Organisation, planning and prioritising  

 Ability to anticipate and respond to new events and challenges  

 Highly responsible, compassion and discreet 

 Self-motivated with strong self-management skills  

 Ability to manage multiple projects across a wide range of work streams 

 Ability to pick things up quickly  
 

Knowledge and communication  

 Efficient researcher that can reliably process, analyse and brief 

 Flexible communication skills, adaptable to a wide range of audiences  

 Quickly getting to grips with complex issues and programmes  

 Produce well designed and accurate reports and other documents 
 
Building relationships  
 

 To be able to quickly build trusting and collaborative relationships across and beyond the organisation.  

 Skilled in negotiation, influence and strong interpersonal impact, especially in persuading key people to 
move in the right direction 

 Management and leadership ability  
 
Sounding board with active response  

 Sounding board for ideas, challenges and problem solving  

 A curiosity and creativity for innovation and system improvement within the organisation 

 Help the managing director drive focused approach to their immediate work by managing distractions 
and easily moving to new projects or tasks.  

 A quick ability to gain organisational and strategic insight  

 Self-motivated in picking up on projects or plans the organisation/managing director has shown an 
interest in and working on these to move them forward.  

 
Authentic drive and loyalty to the organisation  

 Genuine commitment which strives to inspire passion in others 

 Enjoys encouraging a culture of trust and enthusiasm  

 Personally committed to the organisational goals  

 Resilience and energy 

 Helping the Yorkshire & Humber AHSN being viewed by its wide ranging stakeholders as ‘the Google of 
the NHS’  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  
 

 
 
 
 
 

Person Specification 

Essential 

 A good first degree (at least 2:1) in any discipline. 

 Previous experience of leading complex project. 

 Excellent interpersonal skills with the ability to build mutually beneficial relationships 

 Good understanding of the health and social care sector and current policy direction 

 Excellent project management skills and experience 

 Ability to work as part of a team  

 Building and sustaining high quality standards 

 Comfortable working with uncertainty in a dynamic and changing environment 

 Excellent skills across all Microsoft applications (Excel, Word, Powerpoint, Outlook) 

 Ability and willingness to travel extensively (mainly Yorkshire & the Humber, but might include 

occasional national travel). 

 Able to work at a VDU for extended periods. 

 

 

 

 

 

Please contact Sally Hawksworth if you wish to discuss the role in more detail  

 

Closing date for application 18th November 2016 

Please submit a CV and covering letter to email address sally.hawskworth@yhahsn.com 

Interview dates to be confirmed  

 


