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Administrator - Job Specification 
 
Reporting to:  Development Manager 
 
Part- time:  3 - 5 days/week 
 
Salary:  £19,000 pro rata 
 
Homebased with monthly travel for team meetings in London 
 
Benefits: 25 days holiday per year pro-rata + bank holidays pro-rata + pension 
 
___________________________________________________________________________ 

 
About Working Options in Education 
 
Working Options in Education helps young people fulfil their potential by developing employability 
and life skills. Working directly and digitally with state schools and colleges nationally, prioritising 
those from disadvantaged regions with the fewest opportunities and lowest social mobility to untap 
talent diversity.  
  
We are increasingly communicating directly with young people (14-19), aiming to transform their 
aspirations and give them the skills and confidence to affect their own life chances. Our approach is 
to help them take early control of their education and career choices, develop a clear picture of their 
career future, and find motivation, so they can overcome barriers and negotiate each step along the 
way. Engagement starts at 14, when it is still possible to impact all students of that age to take them 
from ‘learner to earner’. 
 
Reports to: Development Manager 
 
This new role will suit someone with good organisational and interpersonal skills who enjoys working 
as part of a team as well as being self-motivated and able to use their own initiative.  Candidates will 
enjoy a variety of tasks and take an enthusiastic and professional approach as sometimes the first 
point of contact to the charity.   
 
The role requires someone with an upbeat, energetic style who can easily deal with a wide range of 
people at all levels from senior level professionals. You will need to be organised, flexible, can prioritise 
a changing workload and be able to think on your feet.  
 
Previous experience is not essential although an ability to learn, understand and demonstrate the 
principles of excellent supporter care will be required upon commencement of the role.  
 
Key Responsibilities: 
 
Schools and Colleges Support 

• Research contacts at schools and colleges to approach 

• Make initial contact with schools/colleges – email/telephone call 

• Confirm and book sessions with schools/colleges and volunteers 

• Set up Zoom/Team meetings if the sessions are virtual where the school/college cannot set 

up 
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• Send feedback forms to tutors after each session and collate results 

• Update CRM with school/college contact details 

Event Support 

• Set up Masterclass Events – Zoom link, registration page 

• Keep up to date with registrations, update team and collate participant data 

• Upload and edit Masterclass videos after each session and send out to participants 

• Support on any conferences/events we are involved in 

 
General Support 

• Add new volunteers onto the CRM system 

• Check data is up to date with existing volunteers 

• Supporting the staff with database tasks (on CRM and Microsoft excel) and website tasks 

• Create invoices 

• Enquiries inbox management 

• Create and distribute notes from the advisory board meetings and trustee meetings 

• Collate case studies and quotes 

• Diary management Responding to messages on behalf of management 

• Active member of the team 

• Support the team on other general duties 

 
Skills and Qualifications: 
 
 

• Ability to interpret data and analyse results 
• Proficient in Excel, Word and Powerpoint 
• Diligent and organised 
• Strong attention to detail 
• Self-starter 
• The ability to write reports and tables and present these findings clearly 
• Strong verbal, written, and visual communication skills 
• The ability to present findings in a clear and concise way 
• Comfortable with technology e.g. all Google and Microsoft software 

 
 
The charity is committed to promoting equality, diversity, and inclusion throughout the organisation. 
The organisation is proactively taking action to support EDI and Wellbeing to support their ethos of 
creating a diverse culture that is reflective of both their employees and the lived experience of all 
our beneficiaries. The charity welcome applications from individuals from all backgrounds regardless 
of age, gender, gender identity, gender expression, ethnicity, sexual orientation, faith or disability. 
 
During the Covid 19 pandemic we have closed our office and now require all staff to work from 
home. 
 
Please send a CV and a covering statement on why working for a fast-moving youth charity is 
exciting to you, to:  enquiries@workingoptions.org.uk by Wednesday 8th June at 5pm.  
 
Interviews will be virtual and take place on 15th June 2022. 
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