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Right to Succeed 
An Introduction from Graeme Duncan, Chief Executive 
  
  

Dear Candidate, 
  
Thank you for your interest in the role of Administrator with Right to Succeed. 
  
Right to Succeed is a young, fast growing charity making the transition from start-up to a sustainable, 
impactful organisation. It was founded in March 2015, with a mission to develop, pilot and scale 
collective solutions to educational inequality, overcoming the effects of the disadvantage factor in 
education. 
  
The charity recently joined forces with the Oxford Youth Lab, a social lab that shares its commitment 
to working at grass-root levels, to help those from different disciplines help define and deliver 
solutions to complex problems facing young people. The charity will be operating under a new name 
in the Spring to reflect this partnership. 
  
As a charity, we focus on areas where improvements in education and employment could provide 
the greatest uplift in social mobility for children and young people. We then bring together at local 
levels, best practice deliverers, educationalists, influencers, commissioners, philanthropists and 
social investors to develop collaborative solutions to some of the biggest challenges in education 
today. 
  
This work is not simple, but with the social investment space growing, public sector commissioning 
increasingly focused on outcomes and the social mobility gap still widening, the time for big and bold 
collective solutions to educational inequality is now. Right to Succeed's role is to make that happen. 
  
We hope that you will be inspired to consider joining us. You can find out more about our work and 
our people at www.righttosucceed.org.uk. 
  
Should you want to apply for this role, or find out more, please contact: 
  
Beth Matheson 
COO - Right to Succeed 
recruit@righttosucceed.org.uk 
0208 099 5171 
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Programme Coordinator – Right to Succeed 
Job Description and Person Specification  
 
Job Details  
Title:   Administrator 
Reports to:  Chief Operating Officer (COO) 
Contract type:  Fixed term for, 6 months,  
Hours:  Part-time, 15 hours a week (preferably over 3-5 days) 
Salary:   £22,000 to £24,000 pro rata depending on experience 
Located: Central London 
 
Role Summary 
We are seeking a highly motivated individual with excellent administrative skills who will be the 
reliable, positive, support for both the COO and Chief Executive (CEO). The successful candidate will 
play a pivotal role supporting all aspects of our work with a specific focus on finance, HR and IT 
administration. This is an exciting opportunity to join an ambitious and impact focused organisation 
as it enters an important phase of growth. You will be an integral member of the core team, ready to 
embrace opportunities as they arise. 
This role is initially proposed to be a 6 month fixed term contract while we assess the ongoing 
support needs in this growth period of the organisation. We would also encourage flexible hours, 
spreading the 2 day role over a number of days each week if this suited the successful candidate. 
 
Our programmes 
 
Research Led Schools Programme  
The Research-led Schools Programme is an innovative approach to school improvement that aims to 
support underperforming schools to become world class, research-informed deliverers of outcomes 
for their young people. Combining the success and learning from Right to Succeed’s pilot with 
Education Development Trust’s experience of working with government at scale, we now plan to roll 
out this new collective impact, evidence-led approach to improvement with schools in new areas of 
the North West and surrounding regions.  

 
The Reach Programme 
The Reach Programme is a collective impact approach to preventing young people from being 
excluded from schools. It focuses on supporting schools that commonly exclude children to 
forensically identify the needs of the pupils most at risk of exclusion, working with them to embed 
interventions and strategies that are proven to meet those needs. The programme will be delivered 
across approximately 30 primary and secondary schools across Doncaster, Lancashire and North 
Belfast over a three-year period, providing sufficient time to embed successful practice and evaluate 
the work across.  

 
We are excited about the opportunity that these initiatives have to change the outcomes for many 
young people today. We hope that you share our passion for this vision for change and are keen to 
play a part in it. 
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The role of the Administrator 
As administrator  you will play an integral role in supporting staff across the Right to Succeed team 
with core focus on ensuring COO and CEO have the administrative support to enable them to 
effectively carry out their roles..  
The core objectives of the role include, but are not limited to,:  

1. Providing administrative support to the Finance, ICT and HR functions  
2. Supporting the CEO and Board of trustees 
3. Managing the London office 

 
Key Responsibilities: 
Providing administrative support to the Finance, ICT and HR functions 

Support the financial management of the charity, including payments, invoicing and processing 
expenses.  

Support the administration of key systems (including our Google account, anti-virus etc) are up to 
date, staff have the access they need and key stakeholders receive the information they require. 
Liaison with software/hardware providers to ensure a smooth running and steadily improving system 
is operating. Also arranging for updating software, installing new users etc. 

Support HR function specifically through the recruitment and appointment process  and ensuring all 
records are maintained on the HR system.  

Administer the charity’s pensions scheme and childcare voucher schemes. 

Assist with documentation of organisational policies and procedures 

Supporting the CEO and Board of trustee 

Arranging and taking minutes at Trustee Meetings. 

Organising calendars for team days and other team-wide meetings 

Providing administrative support as requested by the CEO 

 

Managing the London office 

Responsible for day to day management of all office service contracts and purchasing of supplies. 

 

Take on other responsibilities where appropriate 

Be flexible to the needs of a start-up environment, taking on other responsibilities where appropriate 
as requested by the COO , CEO or other members of the senior executive 
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Person Specification  
Experience 
Essential: 

▪ Working in a growing team in a fast paced, busy environment and with tight deadlines 

▪ Working with Microsoft Office 

▪ Financial administration: processing invoices and expense claims 

▪ Arranging meetings and managing calendars 

Desirable: 

▪ Experience with online accounting software 

▪ Experience with online HR systems 

▪ Basic payroll administration 

 

Skills: 
Essential: 

▪ Proven organisational, prioritisation, and planning skills 

▪ Exceptional accuracy and attention to detail 

▪ Ability to work with a wide variety of stakeholders 

▪ Ability to work independently and as part of a team  

▪ Excellent ICT skills (as a user), ability to support others in understanding ICT platforms 

▪ Ability to work on multiple tasks at the same time and to plan effectively to meet internal 
and external deadlines 

▪ Quick adopter of new software and comfortable acting as administrator for software such as 
Google, Microsoft Office. 

▪ Ability to take minutes at a variety of meetings  

 
Key Competencies for the role: 
 

Our Values Key Competency 1 Key Competency 2 

Commitment Deliver excellent service to 
our schools and partners 

Work as part of a team 
committed to delivering a 
mission 

Integrity Uphold principles and values Following through on 
responsibilities 

Humility Approach our work with 
professional curiosity  

Demonstrate learning and the 
application of your learning 

Collaboration Building effective 
relationships with all  
stakeholders 

Working productively and 
remotely  with Programme 
Coordinator 

Curiosity  Willingness to positively 
question operating norms  

Willingness to learn and take on 
new challenges 
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How to Apply 
To apply for this position, please send a CV and a supporting statement to 
recruit@righttosucceed.org.uk by 27 February 2018. Your letter should outline your interest in the 
role. It should also detail how your skills and experience meet the specified requirements. 
 
Please also tell us: 

● Where you heard about this role. 
● Your current salary. 
● And kindly complete and send the equal opportunities monitoring form, a copy of which can 

be found on our website. 
 
Please provide the names, positions, organisations and telephone contact numbers of two referees, 
one of who should be your current/most recent employer. References will only be taken once your 
express permission has been granted. 
 
Timetable 
Applications invited by noon on 27 February 2018  

Interviews: w/c 5 March 2018 

Process expected to be completed: 12 March 2018 

These dates may be subject to change and allowances will be made for candidates with annual 
leave booked during these periods, which may lead to the process being extended. 
 
Queries 
If you have any queries on any aspect of the appointment process, need additional information or 
wish to have an informal discussion, please contact Beth Matheson at beth@righttosucceed.org.uk. 
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