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Literacy Charity Operations Coordinator

· Office based in Bedford 
· £23,500 per annum
· 37.5 hours per week, Monday to Friday, 9am - 5pm with 30-minute lunch break 
· Reports to: Senior Operations Coordinator


Role Description:

An exciting opportunity to become part of the operations team at Schoolreaders, a small, young, and fast-growing charity that is expanding to help more children learn to read across the country. The Schoolreaders operations team recruits volunteers from local communities and matches them to a primary school where they listen to children read on a one-to-one basis. We support over 27,000 children in over 1,300 schools every week with a Schoolreaders volunteer.

The core of the operation is recruiting volunteers in target areas for specific schools. The operations team then process the volunteer and school applicants, match the volunteer to the best-fit school, and then there is ongoing management of, and communication with the volunteers and schools. Our aim is to make a real difference to the state of literacy in the UK. One in four children are leaving primary school not able to read to the expected standard.

Your skills and experience will reflect customer service ability, excellent organisational skills, a strong familiarity with telephone and on-line communication with the public, and excellent spoken and written English. You need to be competent with Excel and IT generally and it would be an advantage to have experience with the Salesforce CRM system.


Main purpose and scope of the job:

To work within a small team to deliver the operations side of Schoolreaders on a daily basis. This includes interviewing the volunteers, matching them to partner schools using an on-line CRM system, dealing with enquiries and school follow-ups to ensure a seamless experience for both the volunteer and the school. 

The operations coordinators are responsible for all operational duties associated with the Schoolreaders charity including general enquiries, application processing and partner management. This is an office-based role.	


Key Duties and Responsibilities:

• Follow the operations systems and procedures
• General Enquiries
• Application Processing
• Telephone Interviews
• E-mail inbox management and prioritisation
• Resolve school / volunteer enquiries and complaints
• Partner management, reporting and communications
• Schools research and contact
• Mail merges and partner surveys
• Any other operational duties as requested by the Schoolreaders team

What we offer:
Employee assistance programme. Training and development opportunities. The opportunity to change children’s life chances through your work. Travel allowance, Staff away days, flexible working.
Closing date for applications is 23.59pm on 30/11/24 

Applications will be reviewed, and interviews offered, on an ongoing basis. We reserve the right to close the role prior to the closing date should a suitable applicant be found, so please submit your application as soon as possible.

Further details including the job description and an application form can be found on our website.

Schoolreaders is committed to safeguarding the welfare of children and young people and requires staff to share this commitment. This post is subject to a range of vetting checks including a basic disclosure check of unspent criminal convictions.

Schoolreaders is a charitable incorporated organisation registered in England and Wales (1159157)

www.schoolreaders.org



PERSON SPECIFICATION

Literacy Charity Operations Coordinator


	Criteria
	Assessment
A, I, T
	Essential or Desirable

	Skills
	
	

	Excellent oral and written communication skills
	A, I, T
	Essential

	Friendly and professional telephone manner
	I
	Essential

	Strong administrative skills
	I, T
	Essential

	Initiative and the ability to work in a pressurised environment
	I, T
	Essential

	Reliable and able to work on your own initiative
	I
	Essential

	Good research and analytical skills
	I
	Essential

	Good time management and ability to prioritise tasks
	I
	Essential

	Able to manage own time and work as part of wider team
	I
	Essential

	Knowledge
	
	

	Excellent knowledge of MS Office Suite, in particular Outlook
	A, I, T
	Essential

	Understanding of the important role of volunteers
	I
	Essential

	CRM Experience, i.e. Salesforce
	I
	Desirable

	GDPR
	A, I
	Desirable

	Excel and reporting
	I, T
	Desirable

	Experience
	
	

	Experience managing on-line learning platforms
	I
	Desirable

	Social media experience
	I
	Desirable

	Experience working in the education sector
	A, I
	Desirable

	Qualifications
	
	

	
	
	



A = application form, I = interview, T = test




October 2024	Schoolreaders CIO				Page 1 | 2


image1.png
Schoolreaders

improving literacy ¢ increasing life chances




