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JOB DESCRIPTION 
  

 
1. JOB DETAILS 
 
Job Title  : Practice and Events Co-ordinator 
Reporting to  :  Director of Practice 
Status    Full time, permanent 
Salary / Grade  : £28,000 / Officer level with opportunity for rapid progression based on   

performance 
Location  : New Local operates a ‘work anywhere’ policy but will provide office  
    workspace for those who require it. 
 
 

 
2. PURPOSE OF JOB 
 

• To provide logistical and administrative support for New Local’s practice work and events 
programme. 

 

 
3. KEY TASKS/RESPONSIBILITIES 

 

• To provide administrative and logistical support for the workshops and other activities associated 
with New Local’s practice work which involves providing direct support to public and voluntary sector 
bodies to become more community powered. 
 

• To provide administrative and logistical support for the events that make up New Local’s extensive 
events programme for its membership network and wider audiences including our annual conference 
Stronger Things. 

 

• The above tasks will involve activities such as:  
o arranging dates for workshops and events in collaboration with New Local team members 

and partner organisations; 
o supporting practice project team members with activities such as arranging interviews and 

project steering group meetings; 
o sending invitations to events for participants and managing registrations; 
o ensuring speakers and facilitators receive briefings produced by New Local staff; 
o ensuring all links for online events are created and circulated to speakers, facilitators and 

participants; 
o working with colleagues to ensure all venue bookings, catering, AV and any other necessary 

arrangements are in place for real world events. 

 
• To manage the IT aspects of online events such as creating links, admitting participants, placing 

participants in breakout rooms and IT troubleshooting (training will be provided for the postholder to 
fulfil this task as necessary). 

 
• To ensure all information relating to projects and events is recorded and filed appropriately. 

 

• To ensure New Local databases remain up to date and to do so in a way that complies with New 

Local’s data security and privacy policies. 
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• To work with New Local’s Finance Officer to ensure invoicing and payments related to practice work 
and events are processed in a timely manner.  

 
• To provide general support as required for the delivery of impactful events and practice projects. 
 

 
4. PERSON SPECIFICATION: KNOWLEDGE AND SKILLS REQUIRED  
 

• Exceptional organisational skills, with good attention to detail and a proactive and pragmatic working 
style; someone who reacts quickly to meet challenges and has a strong capacity to prioritise tasks. 
 

• Superb interpersonal and communication skills, with particular emphasis on collaboration and 
working well in a team and liaising in a highly professional manner with partners often under 
pressure of tight deadlines.  

 
• A willingness to constantly learn and share learning and to innovate and change the way things are 

done in pursuit of excellence in all you and your colleagues do. 
 

• Discreet and able to deal professionally with confidential and sensitive information. 
 

• Willing and able to work on own initiative; flexible, resilient and adaptable enough to work to tight 
deadlines. 
 

• Excellent knowledge of Microsoft Office products. 
 

• Understanding of online meeting platforms such as Teams and Zoom and willingness to learn how to 
use them in innovative ways and continue experimenting with their use. 

 

• Experience and good understanding of database and CRM platforms. 
 

• An ability to demonstrate experience and commitment to New Local’s three core values: creativity, 
collaboration and self-determination, which underlines everything that we do.  

 
• A friendly and supportive colleague able to work in a highly creative and collaborative environment 

that encourages autonomy and excellence from all members of the team. 
 

• A commitment to and interest in New Local’s mission of making community power a reality. 

 

 
5. NATURE AND SCOPE  
 
New Local is a think tank and network working to transform public services and empower communities. 
We do this through original research, peer-learning with our network of councils, one-to-one practice 
work with public and voluntary sector organisations and influencing of policy at national level. 
  
At the heart of our work is ‘community power’ - the belief that people should be given the means to 
transform the places they live and the services they use. We believe this is key to shifting towards a 
system focused on prevention and creating more sustainable public services, which can lead to a better 
society for all.  
 
We are recruiting a Practice and Events Co-ordinator which is a full-time and permanent position. This is 
a new role within our expanding organisation. As our network has grown, we have developed an 
ambitious and very popular programme of peer-learning events for our members. In addition, we are 
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undertaking an increasing amount of practice work with councils, NHS and voluntary sector bodies 
alongside an expanding programme of research. We now need a colleague to support the complex 
logistical and administration tasks associated with these programmes to ensure they are run efficiently 
and to the very highest standards. 
 
We value creativity, collaboration and self-determination above all else and are looking for someone who 
can help us foster those values as well as being a friendly, kind and supportive colleague. 
 
 
Diversity: New Local is committed to being an equal opportunities employer. We don’t just ‘value 
diversity’, we think it is central to what makes for a high impact, successful organisation. We positively 
encourage everyone to apply. As such, New Local recruits, employs, trains, compensates and promotes 
regardless of age, disability, sex, gender, sexuality, race, national origin, marital status, parental status, 
religion or belief.  
 
Leave and working hours: We operate a highly flexible policy on working hours and leave. New Local’s 
team core working hours are 10am to 4pm but around this, staff are trusted to determine their own 
working hours and leave consummate with the fulfilment of their job goals to the highest level of 
excellence. To ensure well-being, New Local staff are expected to take a minimum of 27 days leave 
each year (pro rata for PT staff) and work no more than 35 hours a week. New Local employees also 
receive ten days leave over the Christmas and New Year period. We operate an unlimited leave policy 
meaning employees are free to take leave beyond their leave allocation as long as it does not interfere 
with their ability to do their job to the highest standards. 
 
Location: Applications are welcome from candidates no matter where they live in the UK. We operate a 
‘work anywhere’ policy meaning employees can choose to work at home or at any other location that 
enables them to do their job to the highest standards. New Local provides office space for those who 
wish to work in an office environment. We are currently meeting as a team in person once a month in 
central London and team members are expected to attend this. Travel expenses are covered for team 
members attending this meeting. 
 
Flexible working: We are happy to discuss highly flexible working arrangements. 
 
Well-being: New Local is extremely committed to staff well-being. Working long and late hours is 
actively discouraged and all staff at New Local are very strongly committed to creating a pleasant, 
friendly and supportive environment in which to work. Employees complete a weekly anonymous well-
being survey to allow monitoring of general well-being in the team. 
 
Health scheme: Employees can join the New Local health insurance and employee assistance scheme. 
The subscription to the scheme is paid for by New Local. 
 
Parental leave: We take an extremely flexible approach to parental leave (including shared parental 
leave) to allow new parents as much time as possible to fulfil their parental role. With regards to parental 
pay, we offer mothers or primary carers eight weeks at full pay then twelve weeks at half pay then 
nineteen weeks at £200 per week. Secondary carers receive four weeks at full pay. 
 
Bonus, salary rises and promotions: New Local operates an annual bonus scheme based on financial 
performance at the end of the financial year. This bonus is shared equally between all team members. A 
cost-of-living rise to all salaries is applied each year based on inflation. We have an established process 
to consider all requests/recommendations for rises to salaries and promotions based on an annual 
appraisal. All bonuses and salary rises are awarded at the discretion of the New Local Board. 
 
Pension: New Local will contribute 4% to the New Local group personal pension scheme. This benefit 
cannot be substituted for any other benefit. We operate a salary sacrifice scheme for pension 
contributions. 
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Probation and notice: This role is subject to a six-month probationary period and a two-month notice 
period. 
 
This job description is not exhaustive and is liable to review following discussion with the job holder. The 
post-holder will be expected to undertake any other reasonable duties as requested by their line 
manager and commensurate with their job grade. 
 


