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Person Specification

Position Title:   Project Coordinator, London
Equivalent of 22.5 hours per week, days, hours and location TBA 

Caring, Flexible, Attention to Detail                                                 

If these words describe you, we’d like to hear from you.

We’re looking for someone who can bring all these attributes to 
help us redefine workplace(s) by creating high-performing spaces 
and shaping organisational culture. 

As a Project Coordinator, you’ll be supporting colleagues on a 
variety of workplace strategy and change management projects.  

Caring
Your caring personality will mean that you want to make a difference. 
You will be motivated to support your colleagues and the clients that 
we work with. 

Flexible
You’ll be working on multiple projects concurrently with different members of the team. You’ll have   the 
ability to spend some time in our London office with the team but also work from home. The days/ hours 
are flexible and we are looking to find a working pattern that works for both the successful candidate and 
the business. 

Attention to Detail
You’ll have an eye for detail, and will play a key role in ensuring our outputs look great and are on-brand. 
Your excellent organisation skills will also help in coordinating the activities of our fast-growing team.

Specific Requirements
Specific activities will include:

• Supporting the internal kick-off process for new projects
• Supporting the lead consultant on the collation of project execution plans
• Scheduling of client engagement activities such as workshops and interviews
• Attending client engagement activities to take notes and support the facilitator
• Supporting the consulting team in the development of output packs from client engagement activities
• Proofreading and formatting of documents to ensure consistency and appropriate application of the 

HCG brand guidelines
• Coordination of the team task list, ensuring activities are completed on time and escalating issues to 

the management team
• General administrative tasks in support of the management team

Please send your CV to: info@henigancg.com


