
Project Assistant (UK and International) 
Student internship (6  - 12 month placement), starting August/Sept 2009 
(Full time – 37 hours per week)  
 
An excellent development opportunity has arisen for a talented individual to join a 
small team of consultants in the UK as Project Assistant for national, European 
and international projects. 
 
This post offers a varied and interesting workload, and the chance to develop key skills 
in a supportive and stimulating environment.  
 
You will be responsible for assisting with the co-ordination and administration of the 
various national and international projects undertaken by Inova Consultancy, covering 
areas such as mentoring, research projects and training programmes.  
 
The role of Project Assistant will involve supporting project activities such as 
administrative tasks, practical research, evaluation, writing reports and assisting with 
marketing and dissemination of projects. You will be expected to assist in the 
preparation of project management and financial reports for the Director and to help 
maintain the necessary documentation for audit requirements and funding bodies across 
all projects. You will be willing to attend and contribute to relevant events and meetings 
in various locations in the UK and abroad and it would be helpful if you have experience 
in liaising with a wide range of people across different organisations from different 
cultures. Experience of working on a busy, diverse workload with some flexibility is 
desirable. 
 
You should be a recent graduate or studying for a degree, and are preferably in your 
final year of a degree in business, social sciences or English language. Excellent 
organisational and communication skills are needed for this post along with the ability to 
work well on your own initiative and as part of a small team. 
 
Inova will contribute 250 euros per month to the candidate’s subsistence costs. This 
opportunity is especially ideal for candidates who have access to a Leonardo da 
Vinci mobility grant. 
 
 
Further Information 
Further information about Inova Consultancy is available on www.inovaconsult.com. If 
you would like to discuss this post in more detail please contact Emma Parry  by email: 
emparry@inovaconsult.com 
 
Application Process 
To apply, please send your CV and a detailed covering letter outlining your interest in 
the post and your skills and experience to: 

Emma Parry   emparry@inovaconsult.com   with the subject  “Project Assistant” 
 
Closing date: OPEN UNTIL FILLED 
 


