
 

 

Job Description  
Good Help Administrator & Digital Support 

 

Location: Stroud (Gloucestershire) or home based 

Salary: £18,000-£24,000 depending on experience 

Contract: 12 months from April 2019 with aim to make permanent 

Hours: 35 hours per week (travel across the UK may be required; as might occasional evenings, 
weekends. However this will all be negotiable at interview.) 

Holiday: 25 days annual leave 

Responsible to: Good Help Director 

Role co-design: Because this is a new venture, our assumption is that we will need to modify this 
role over time based on what the Good Help programme needs and the skills and interests the 
successful candidate brings to the role. Similarly, because we know that many traditional roles 
don’t fit easily with people’s lives, we commit to working with the successful candidate to design 
the way this job works to fit with their life. 

 
Role Purpose 
The purpose of the role is to provide administrative, research and digital support to the start-up 
Good Help social venture and Osca, one of the founding partners. This will be a key role in our 
small and growing team. You will have a real enthusiasm for administration, management and 
digital communications. You will be a self-starter who is able to work alone and in teams as 
necessary. You will need to have a passion for the Good Help project’s mission as well as great 
interpersonal skills and a refined intellect. Although this is a junior role, getting in at the start 
means the scope for growth is significant. 

 
Good Help 
Good Help is a new social venture supported by Nesta, the National Lottery and Osca. We 
champion ‘good help’, which is help that supports people to identify their own purpose, build 
confidence and take action. Every touch-point between a person and a project, programme or 
service can either be enabling or disabling. Sadly, despite numerous supportive policies and a 
wealth of evidence, disabling ‘bad help’ dominates our mainstream services and social 
programmes. This project intends to change this. ‘Good help’ is about more than projects and 
programmes; it is about how all of us relate to one another. Every time we interact with friends, 
family, neighbours and colleagues, we have the chance to build one another’s belief that we 
matter and can create change. But too often this doesn’t happen. Over time, this project hopes to 
embed a deeper awareness across society of the principles, practices and responsibility of offering 
‘good help’. 
 

 

 



 

 

Main Activities 

Research – support undertaking research which may be web-based, academic or include 
interviews and analysis of data. 
Written communications - emailing partners and practitioners to organise events, set up 
interviews etc. 
Design – support on design activities which may include graphic design and implementation, 
document formatting and work around branding and identity. 
Website – support managing the Good Help website which may include monitoring interaction, 
implementing updates and liaising with external support on technical issues. 
Financial administration – support to help ensure our accounts are up to date and accurate. 
General Administration – administration as required which may include data input and 
management, organisation of digital files and diary management.  
Event organisation – support as required managing events which may include liaising with 
venue, communicating with attendees and supporting facilitation on the day. 
Social media – managing Good Help’s social media presence on Twitter, Facebook, Instagram 
and more. 
Workshop assistance – support in facilitating and running workshops. 
Culture – striving with the rest of the team to ensure that the working environment is inspiring, fun 
and rewarding. 
Miscellaneous – carrying out any additional roles as deemed necessary by the management 
team. 
 

Person Specification 

Essential 

● Excellent administration and organisational skills, and a commitment to ensuring these are done 
to a high standard. 

● The ability to be flexible, juggle multiple tasks and jump between them, and do what is needed 
within a small start-up team. 

● The ability to be proactive (with regards to identifying and undertaking necessary tasks without 
always being asked), take responsibility, and work under own initiative, coping with a 
demanding workload. 

● Excellent verbal and written communication skills, being able to switch between 
communications with community activists and senior civil servants. 

● Flexibility to be able to work with changing remits and requirements.  
● Interest in the areas of social impact, citizen empowerment and public service improvement, 

engagement and empowerment. 
● Excellent digital skills including competence with Microsoft Office, Google Suite and Skype. 
● Excellent social media skills including competence with Twitter, Facebook, Instagram. 
● Commitment to the Good Help mission, vision and values. 
● Good numerical skills. 
● Understanding of, and commitment to, equal opportunities. 
● Team player; enjoy working with others. 
 

 

 

 



 

 

Desirable 

● One year experience of working in a comparable office/desk based environment 
● Research skills: being able to analyse data, undertake literature review, interviews and 

evaluation 
● Website management and delivery 
● Digital design skills: use of Photoshop or equivalent 
● Digital communication skills 
● Experience of working with voluntary sector, local and/or national government, charitable 

foundations 
● Experience of organising events 
● Dynamic, passionate and creative personality 
● Experience supporting financial management. 

 
 

Salary, benefits and conditions 

The salary range for this position is £18,000-24,000 pa depending on experience. It is a 12 Month 
contract (with a three month probationary period) and the aim of making it permanent. The 
postholder will be entitled to 25 days holiday (adjusted pro-rata for the period of appointment), plus 
bank holidays. All staff are also gifted the period between Christmas and New Year as additional 
annual leave. There will also be the option to be part of the Good Help pension scheme. 

 

Application Process: 

To apply, please complete the application form and monitoring form and email both to Jo Weir at 
jweir@osca.co. If successful, we will get in touch with you via email to invite you to interview. 

 
The deadline for applications is noon on 4th of April 2019 with interviews on the 11th of April  2019 
in Stroud, Gloucestershire. 

 
Many thanks for your interest and good luck. 

 

https://osca.co/wp-content/uploads/2019/03/GH_ApplicationForm.docx
https://osca.co/wp-content/uploads/2019/03/GoodHelp_EDMonitoring.docx
mailto:jweir@osca.co

