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TEAM ADMINISTRATOR  

 

About Us 

 Our purpose is to build a movement for responsible leadership in and across organisations. We 
were set up as a non-profit in 2014 in response to growing concern about low levels of public trust 
in large organisations. 

 Our flagship Fellowship programme brings together the next generation of senior leaders from 
across the private, public and social sector to collectively explore the principles of responsible 
leadership and the challenges facing business and society today.  

 We work closely with 30 of the UK’s most important organisations - ranging from the Civil Service 
and the British Army to Tesco, Barclays, easyJet, Visa, Cancer Research and Save the Children. We 
are now preparing ourselves for our next stage of growth. See www.forward.institute for more 
information about who we are and what we do.  

 

The Role 

We’re looking for an organised and bright new team member to support the running of our office and 
provide event and administrative support to help us achieve our ambitious plans. The role will be 
varied, supporting across a number of areas across the business and you’ll be learning fast in an 
entrepreneurial environment. For the right person there is plenty of scope to develop and grow in your 
role and take on more responsibility. 

Your responsibilities will include, but won’t be limited to: 

 Business Support 

 Administering our staff policies and procedures 

 Helping us to become more environmentally friendly 

 Supporting our Operations and Finance Manager with basic financial administration 

 Supporting procedures to ensure we maintain strong data security and data management  

 

 Office Administration 

 General office management – including welcoming visitors, monitoring and maintaining office 
supplies, ensuring our data is up to date, and liaising with our landlord on day-to-day matters 

 Organising team social events 

 

 Event Support 

 Supporting our Events Manager to ensure our events run smoothly and provide a great 

experience for our Fellows 

 Coordinating travel for speakers and members of the Forward Institute team 

 Administering our Leadership Exchange scheme 

 Supporting our Programme Director and Communications Manager in developing programme 

materials 

 

 

http://www.forward.institute/
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About You 

 You are attentive to detail and incredibly organised - confident in your ability to co-ordinate 
multiple tasks, manage competing priorities and work to tight deadlines 

 You’re a quick learner, proactive and like to be hands-on and get things done 

 You can think and plan ahead, and like to get stuck in to a range of different jobs 

 You’d love to learn about running a successful social enterprise working hard to have meaningful 
impact on the world - and are excited about joining our journey 

 You will love it here if you… 

 Are passionate about being efficient, resourceful, creative and a great problem solver 

 Always bring warmth and good humour to work, are inquisitive and hungry to learn 

 Have a strong collaborative work ethic, a curious mind and strong communication skills 

 Would like to grow with the organisation as it develops over time 

 Love the idea of working somewhere people share your values and where you have the 
opportunity to make a real difference 

 

Benefits 

 Salary: £20-25k, depending on experience, and a pension allowance (up to 5% contribution) 

 We work hard to ensure that we are a great place to work. Other benefits include: 

 Medical Insurance once you have passed your probationary period 

 Generous opportunities for training and development,  

 A book allowance to help build our library 

 Unlimited holiday (to be used responsibly!) 

 An intense but fun working environment, where everyone is enthusiastic about their job, our 
values and our purpose (as well as things outside work)  

 Working with a talented, diverse team with lots of opportunities to learn. We’ll surround you with 
smart and driven people who have a vested interest in your development. They’ll guide and 
challenge your thinking so you sharpen your ability on the job 

 Getting to know and learn from some extraordinary academics and thinkers, as well as current and 
future senior leaders from a range of significant corporations and public sector institutions. 

 

Other Details 

 Role: It is envisaged that this will be a full-time role, but it may be possible to structure it as 4 days 
a week for the right candidate 

 Start date: Preferably early autumn 2018 

 Our office is on Charterhouse Square, between Barbican and Farringdon stations 
 

To Apply 

 To apply, please send your CV and a covering letter to jess.dennis@forward.institute by 15 August. 

First round interviews will be held week beginning 20th August, please mention if this is difficult 

 You will need to hold relevant work permits and visas. 
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