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Everyone in the UK should experience the power of participation to shape a fairer future.

Our approach

We understand
Working with local people, governments, businesses and policymakers, we develop original research to uncover insights, new evidence and data to support social innovation.

We involve
Actively involving people in research and innovation, we strengthen the relationships between communities and the organisations that influence their wellbeing.

We innovate
Creating initiatives that involve people from diverse sectors, we support game-changing ventures and incubate ground-breaking organisations, working to shape a fairer future.

The Young Foundation is the UK’s home for community research and social innovation. As a not-for-profit, we drive positive change and supporting collective action to improve people’s lives.














Role: Administrator

Salary: £24,000 - £27,000 

Location: 
Remote – London based, hybrid working role. We are based in Aldgate East, and you may be required to travel into the office around twice a week. 

Hours: 
Four to five days a week (flexible – minimum 28 hours/week). The Young Foundation supports a 4.5 day working week and staff work this, wherever possible (pro rata for those working less than a 35-hour week). 

Contract: 
Permanent, starting ASAP.

Benefits: 
25 days annual leave plus three office closure days between Christmas and New Year. We also currently provide two well-being days per year. Staff are signed up to one of two pension schemes.  

About The Young Foundation

The Young Foundation is a national charity with a long history of innovating to create social change. We are a ‘think and do’ tank, working with people and communities to shape a fairer future, together.
 
The UK’s public services are in acute crisis. Political trust is on the floor. The struggles people and communities face are many, and are deeply knitted together. Consequently, our mental health is often poor, and our resilience is weakened. We must be prepared to unravel and reweave for the common good.
 
That requires working together in new ways, empowering radical acts of co-creation across communities, sectors and boundaries. For The Young Foundation, this is a moment to embody the spirit of our founder, Michael Young. To embrace collective effort and work collaboratively to show that, with the Power of Participation, we can redesign the social contract between people, communities, state and business to shape a fairer, greener future.

About the role
[bookmark: _Hlk127865729]To provide professional administrative support to the corporate resources team including diary management for the CEO, minute-taking for the board and committees, and HR and finance administrative tasks. Training and support will be provided if required for HR and finance tasks.
How to apply

Please send the application form at the end of this recruitment pack, and your CV to applications@youngfoundation.org on or before 11:59pm on 21 July 2024

Please note that we reserve the right to close this vacancy prior to the advertised closing date if we receive a high volume of suitable applications.

The selection process will consist of an interview and a task.

The interviews will take place on 25 and 29 July (likely in person, in London)
  
The Young Foundation is an equal opportunities employer and as part of our commitment to increasing the diversity of our team we actively encourage people from Black and Ethnic Minority or other under-represented groups to apply for this role. We positively encourage applications from suitably qualified and eligible candidates regardless of sex, race, disability, age, sexual orientation, gender reassignment, religion or belief, marital status, or pregnancy and maternity.  

You must have the right to live and work in the UK. Applicants who require a work permit in order to take up employment will not be considered.

Please complete our online Equality and Diversity Monitoring Form. This information will not be seen by the hiring manager or impact your application.
  
Upon submitting your application, you will receive an automated response to say we have received your application. Please note that we review applications after the closing date and we regret that we will only be able to reply, and give feedback, to short-listed applicants.

About you

We are looking for an experienced, proactive administrator, who will provide high quality support and hit the ground running.

Job description

The role will involve the following:

· Supporting the CEO and Director of Finance and Corporate Resources managing logistics, expenses and travel arrangements for the Chief Executive.
· Providing secretariat support for the board of trustees and taking accurate minutes at the board and other committee meetings. Assisting with other meetings and events, as required.
· Ensuring the Chief Executive’s diary runs efficiently and effectively. This will include extensive schedule management, anticipating scheduling problems and dealing with these quickly and effectively in a proactive manner.
· Being the main point of contact for The Young Foundation board of trustees; compiling board agendas and associated paperwork.
· Supporting the HR manager with drafting contracts, letters, and other correspondence.
· Supporting recruitment administration.
· Helping to co-ordinate relevant training courses for staff.
· Making and co-ordinating staff travel arrangements.
· Co-ordinating and reconciliation of staff credit cards.
· Monitoring charity policies and co-ordinating reviews of policies.
· Supporting the administration of The Young Foundation’s IT equipment and mobile phones; providing administrative support to the finance team.
· Monitoring The Young Foundation’s generic email accounts and responding to general queries; updating Moneypenny (The Young Foundation’s call handing service) with staff details and other relevant information; any other duties as may reasonably be expected of an administrator for the corporate resources team.

Person specification

The successful candidate will: 

· Have an A-level or equivalent.
· Possess very strong communication skills, both written and verbal.
· Have a high standard of written English.
· Be trustworthy and able to work confidentially with senior leadership and board members.
· Have proven, exceptional organisational skills.
· Have excellent attention to detail and the ability to prioritise and multi-task.
· Have experience taking minutes at meetings.
· Have strong Microsoft Office skills.
· Be approachable and have a professional attitude.
· Have the ability to work independently, planning and prioritising their own workload.
Application form
Please answer each of the four compulsory questions below as directly and concisely as possible, being mindful of the word limit (250 words max per question). 
Questions
1. What do you judge to be the key qualities required in an administrative role?
2. Please give an example of when you have had to deal with conflicting priorities.
3. How do you like to build relationships with key stakeholders?
4. What can be the challenges of performing a role such as this?

 For this role, please also provide your CV to accompany your application.
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