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Welcome

Thank you for your interest in the role of Operations Officer at the Fair
Education Alliance.

We are proud to be a codlition of over 300 organisations united behind
a simple but powerful belief: that no child’s success should be limited by
their socioeconomic background. We exist to shift the conditions that
hold inequity in place - through collaboration across schools, colleges,
higher education institutions, charities, youth organisations, researchers,
funders and young people themselves.

Strong, smooth operations are the foundation that allows everything

else at FEA to happen. They are what allows our team to do their best
work, our events to run with quality and warmth, our trustees to be well-
supported, and our leaders to focus on strategy and impact. This role is at
the heart of that.

As our Operations Officer, you will own a broad, varied and genuinely
important portfolio - from people administration and governance
coordination to event logistics and IT systems. You will be the person our
team relies on to make things run well, and you will bring a combination
of organisational precision, warm stakeholder management and a
genuine pride in quality to everything you do.

We are a growing organisation at an exciting moment, and this is a
wonderful opportunity to join us and help shape how we operate as we
scale. If that prospect excites you, I hope you will consider applying. We
would be delighted to welcome you to our movement.

Warm wishes,

Gina Ciceron

Chief Executive Officer
Fair Education Alliance




Who we are

The Fair Education Alliance (FEA) is a cross-sector coalition of
300 member organisations tackling educational inequity. We
unite behind a shared vision: no child’s success is limited by their
socioeconomic background.

Our members work across different sectors, phases of education and
regions of the country, supporting children and young people from
cradle to career. Together, they provide direct support to millions of
young people annually, across every local authority in England, as well
as indirect support such as funding, training and campaigning.

We are working towards an inclusive education system which values
skills and wellbeing alongside attainment and prepares all children and
young people to thrive — whatever their background.

We align our work around five long-term Fair Education Impact Goals,
focused on closing gaps in early development, attainment, wellbeing,
essential skills, and progression to further education, employment and
training.

66

Although we work in different areas within the system,
we are all striving toward the same goal. However, if we
stay in silos and don’t collaborate with one another, all
we can ever do is impact policies and practices without
creating true transformative change around mental
models. I see it as really important to collaborate and
have a stronger voice together, so that we can actually

change the system. ,’

— Katie Bareham, CEO, Doorstop Library (FEA member)

L [
03z

R E]
2'3 omesmn (V5 agmON  ouiomy gt V my Ark
. DEGHEES L ety cod £ %

Ehizarning @¥rtis AS FL stz

BatE‘S ] Be Hulpﬂd u:umr,/ EOClETY IG -’a\sm‘.\‘.r "
e W 7 \capita. CHANGE. el

Ay n Business
Wy,
BMAT 0 %S [ BookTrust borom brightside j '\‘L‘\:L‘ . ammme:;‘ bts spark @

s . BOOK cLUBS BDOkmﬂrk Beyo

f AXIOM
OO o (HANM .

2, 7 ASDANASpPIre QoC s=a

a 3‘3.?5? » RBIIE Bioomberg

HALLENGE

®) F o= KGN @ RIS ©  “oms CBII| CIVA @
- chance

for learning
s ] -5 e i‘—'{: o I\ i f \
nc § wmer o h/drecs + (ODCIRCL w

O B0
III ( coram CREATIVE
CLPE co»\chamam Co""“"‘”ﬁ W Beanstalk e woRK darts

T Diversity 3 o s Ny oucanio
ey B PN [ @ 8- Eﬂsl g erEE. . oo @latt
BRGRSTIR UBRARY armim
o o EEEE 2 ¢ PARK o =
:fu"éin'&”é \é EY Foundation \; o [l ety (W) FI Ic [6)%m= Frrstaive

==
Education Ty
EXCEED READING

STARSLTD

f| T Future A @ - - ft
. {arFIRSTSTORY [FBB| «roiss @i @aue e &b ciiguidng EQUALITY % GoodWork

FRONTIERS  GET FURTHER

- | I
= . 7 ttute of
%ogéfggfg 9r99nhause 6 ’ ;'?unl;tse BLTR‘““ Injscience Initte "ms“IS?":'c!’D“
Impetus
o
- ING'S [Pl [learnto |
noness> VY Jacari - fifgAM: < khulisa h< W cuee @ (K'T) oce . IETITEE
Kipscape [
i Klnq‘ﬂrust
ngi A Long - Y FONSESR = minds
O s | P:r Dibkiry oo SLNET AMMEN o @
1 gl

NATIONAL National _ NATIONAL
wissi Naa Muberry NACES YWAHT - ik MGA '?‘,?ST%:‘T”#E #mcy NN, SATURDAY

each ust

- .
\7‘? nesta Gliaeste e e EEEEES now NUD Enioﬂurtumlunu. ;Jm QR

Trust

PigaLs el i :
[95_;! o-mw-mﬂ €9 QRWELL fmpliee Parerlﬂ(indI:::_T_1 Fears pesple Q&‘D)ﬁ

m ACLY proseein Puposeil QSG ¥ e paism s POPE f‘;‘ REAcih

# Bestsafmpatty § “E Savethe
Radnes defempatle .- Children

? f\ %. “a @ @ Sh% Schoolreaders SOU{ &) O skinspuikter

Smart

i @M .. B (|SFET Qe Toom go0lt ssat s.soms ..

Community

Stable
& Wild

o States ) STEM Stonewall 7 suczesssa A\ 7J

of mind SUMMIT BE)

LEARNING TRUS

r
| — r
X BrookaWeston .2 FC\‘T‘SR'&E?;F emMoTIoNAL Gmonews gy
The Bridging Project LTH CHARITY
| — Country
Trust

| oA ‘oo THE
= The A’ Tha Linking Il'lE'
B oo () % 1ec mlﬁk we vt (999) MY

Group

wid§s o1

ﬂ

The §
Difference

THE
m ISTORY SUTTON the o
NV{-\ SthooL  £al R m prosect | -C| switch * N
= I
O o e rutor ECE
cooumes e ey s Qr=me ThE TUTOR T. %UBS
e Reading NATION ET:11T53
UCAS m ucvourn UNIFTOQ UNITY A w PG i m
ettt o Educao universify
Education
< upReach yontr P Villers Park '@- £ [ Hastinare M%?”z MM-", Whole, ‘vn H @ jor WorKingOptions

BOOK ) ve) o "y
@%* X @= T gy .,
fuwe

Why join us now

From neighbourhood to national: Our 2025-30 strategy

Over the past decade, we’ve shown that real change happens when we work together and
we’ve already demonstrated measurable impact at a national scale. Now we are embarking
on an ambitious five-year strategy to confront the deep-rooted inequities facing children
and young people. Grounded in a systems change approach, our work targets root causes,
deepens collective impact, and embraces the complexity—and opportunity—of true
transformation. At the heart of the Fair Education Alliance is the belief that lasting change
comes from cross-sector collaboration, rooted in trusted relationships.

Our alliance drives impact through three core strands of work:

e Collective Voice: We amplify our impact by uniting behind a shared voice and
creating platforms for young people to lead change. Drawing on insights from across
our membership, we shape policy, shift national conversations, and challenge the
assumptions that keep educational inequity in place.

e Collective Action: Through place-based and thematic collaborations, we bring together
diverse organisations, sectors and experiences to collaborate and innovate. We work
together to build trust, increase understanding, and develop joint solutions that tackle
the root causes of educational inequity.

e Collective Strength: Strong, impactful and connected member organisation s are the
foundation of our Alliance and vital in improving outcomes with and for children and
young people. We equip young people, staff and trustees to develop the leadership,
connections and skills to collaborate and drive systems change.

Two golden threads weave through all our work:

e Youth engagement: We believe it is essential to involve and support the leadership
of young people with lived experience of the barriers to education we are trying to
dismantle. We work to shift power, enabling young people to co-lead the codlition, be
heard by decision-makers, and develop skills to enact further positive change.

o Al & technology: Artificial intelligence will dramatically shift education and
employment. We work to ensure that Al policies and practices support, rather than
disadvantage, young people from low-income backgrounds. We also equip member
organisations to harness technology to increase their impact and develop innovative
approaches for our collective work.

A moment of organisational growth

The Fair Education Alliance has recently moved to a new single-CEO leadership model under
Gina Cicerone, with a senior leadership team of five directors aligned to our five strategic
directorates. As we scale our work and our team, we are investing in our operational
foundations to ensure we remain well-governed, effectively run and able to deliver on our
strategy with confidence.

This role is central to that investment. You will be joining a small, highly capable operations
team and playing a pivotal role in how FEA runs day-to-day as it grows. You will work
closely with relevant members of the senior leadership team and colleagues across the
organisation, and your contribution will be felt across everything we do.



About the role

We welcome applications from a broad range of backgrounds and contexts.

Overview
Post Operations Officer

Contract Permanent (subject to probationary period)
Hours Full time
Compensation £35,000-£37,000 (including London Weighting if applicable).

Comprehensive pension scheme (up to 6 % employer contribution), cash plan healthcare package,
and professional development budget.

Location Remote or office based. We welcome candidates from across the country. We have our head
office in central London and have numerous colleagues spread across the country. We would ask
that the postholder is able to be in London at least one day per week.

After passing probation, up to four weeks ‘super remote’ working per year, where you can work
anywhere in the world as long as you’re online for four hours of the UK work day.

Holidays 38 days per year, including our 3-day winter shut down and eight flexible bank holidays.

Start Date As soon as possible (to be agreed with the successful candidate.)

Overall Purpose

The Operations Officer plays a central role in ensuring that the Fair Education Alliance runs smoothly, efficiently and to a
high standard across all aspects of its work.

Working as part of the operations team, the postholder helps maintain the systems, processes and practical foundations
that enable the organisation to function effectively. This includes supporting people operations and HR administration,
coordinating governance processes, managing organisational systems and IT access, and delivering high-quality logistics
for events and organisational activities.

Acting as a trusted point of support for colleagues, the Operations Officer helps create a responsive and well-organised
working environment where staff, trustees and members feel enabled to do their best work. The role requires exceptional
organisation, sound judgement and a genuine pride in quality. By ensuring that the practical aspects of the organisation
run reliably and well, the Operations Officer helps create the conditions that allow the Fair Education Alliance to deliver its
mission and drive progress towards a fairer education system.

What we’re asking of you

As Operations Officer, the key responsibilities are:

People e Own the onboarding and offboarding process for all staff, ensuring a consistently smooth, warm and
Operations well-organised experience for new starters and leavers.
& HR Admin e Manage HR administration including contract changes, probation letters, annual salary uplift letters,

performance reviews, staff surveys and other routine HR correspondence.

e Administer BreatheHR, maintaining accurate and up-to-date employee records, and produce a regular
people report covering starters and leavers, leave and absence, and other key metrics.

e Manage the employee benefits offer, including liaison with the benefits broker, supporting staff to access
benefits, and coordinating annual renewals.

e Maintain the HR policy library, managing the annual review cycle and ensuring policies remain current,
compliant and accessible.

IT & Systems e Manage organisational admin across key systems (including Microsoft 365, BreatheHR, Monday.com,
Salesforce and others), ensuring access is correctly maintained.

e Coordinate new starter IT set-up and equipment, working with our IT provider (Penelope) to ensure all
staff have working hardware and software from day one.

e  Support the maintenance of SharePoint and other shared digital workspaces, ensuring documents and
resources are well-organised and accessible to the team.

e Actas the first point of contact for IT queries and day-to-day system issues, escalating to external
support where necessary.

e Keep the FEA’s office well stocked with agreed supplies at all times.

e Monitor office IT equipment, ensuring items are working well and repaired swiftly and that staff have
access to the facilities they need.

Compliance, e Maintain the operations calendar, tracking key compliance, renewal and reporting deadlines across the
Finance & year.

Governance e Support the preparation and filing of compliance documents including the trustees’ report, Charity
Admin Commission and Companies House updates.

e Support our Finance team with relevant operation tasks, such as collecting and collating expenses
information and supporting with relevant elements of the bookkeeping process.

e  Support with procurement and supplier management, including tracking contracts and coordinating
renewal processes for insurance, subscriptions, grants and other organisational agreements.

Events Support « Lead on logistics for the FEA’s events programme, including team meetings and away days, member
& Logistics events, trustee meetings and our Summits.

 Manage event logistics end-to-end: venue sourcing and booking, travel and accommodation
arrangements, delegate RSVPs and communications, catering, AV requirements and on-the-day
coordination.

e Be present and hands-on at events, acting as the operational lead on the day to ensure a smooth, high-
quality experience for attendees.

e Maintain event management systems, management information and processes - tracking RSVPs,
attendance, costs and post-event feedback - and continuously improve templates and checklists to
support efficiency.

Operational e Manage the organisational info inbox, triaging and responding to internal and external queries promptly
Support to SLT and professionally.
& Trustees e  Provide operational and administrative support to colleagues, the senior leadership team and trustees,

including coordination of materials, papers and logistics for board meetings, sub-committees and advisor
group meetings.

e Maintain governance administration including membership lists, mailing lists, filing of minutes and
papers, and coordination of the annual governance calendar.

e  Support with the scheduling and coordination of key organisational meetings and rhythms as required.



About you

We are looking for someone who brings most of the following:

Experience and knowledge:

Working in an operations, events or office management role.

Managing HR administration or people processes, including onboarding,
offboarding and HR correspondence.

Planning and delivering events end-to-end, including logistics, travel,
delegate management and on-the-day coordination.

Providing administrative or operational support to senior leaders and/or
boards.

Working across multiple workstreams simultaneously, managing
competing priorities in a fast-paced environment.

You will have these skills and attributes:

Exceptional organisational skills, time management and attention to
detail, with the ability to plan ahead, anticipate what is needed and
follow through reliably.

Clear, confident written communication, including the ability to draft
professional correspondence, briefing materials and communications
for senior stakeholders.

A proactive, solutions-focused approach - you can identify what needs
doing and get on with it, without waiting to be asked.

Strong interpersonal skills and the ability to build warm, trusted working
relationships with a wide range of people, including trustees, funders
and staff at all levels.

Proficiency in Microsoft 365 (particularly Outlook, Teams, SharePoint
and Excel) and experience with HR or project management systems.

HR administration processes and employment documentation.
Charity governance and trustee administration (desirable, not essential).

GDPR and data protection requirements in an organisational setting.

You will have these mindsets and values:

Commitment to FEA’s mission and a genuine belief in educational
equity.

A pride in quality - you care deeply about doing your work well and take
ownership of your responsibilities.

Discretion, reliability and sound judgement, particularly in handling
sensitive information about staff, trustees and funders.

Flexibility and resilience - comfortable adapting when plans change,
and willing to be present and hands-on at events, including occasional
travel across England.

A collaborative spirit and genuine enjoyment of being the person who
makes things run smoothly for others.

How to apply

Please submit a CV and short cover note that answers the following three questions (250 words each maximum). Your
responses to these questions will be assessed without reference to your personal details or CV.

Question 1: Why do you want to work at the Fair Education Alliance?

Question 2: Tell us about an operations, events or administrative role you have held. What were your core responsibilities,
and what systems or tools did you use to manage your workload?

Question 3: Describe a time when you planned and delivered an event or complex logistical project from start to finish.
What was the scale and purpose of the event, what challenges did you face, and how did you manage them?

Submission: Please submit your application to recruitment@faireducation.org.uk with the email subject title
‘Operations Manager Application’.

Please also complete our Equal Opportunities Monitoring Form (see back cover for further details)

Key dates

If you are shortlisted, the interview process will consist of two rounds. For the first round, you’ll be invited to an online
interview, with a task to prepare beforehand. For the final round you will be asked to prepare a presentation in advance
which will be followed by an in-depth interview discussion.

Applications will be reviewed on a rolling basis from Tuesday 10 March

e Applications close: 30 March (9am)

e First round interviews: Rolling during application window

e Second round interviews: Rolling during application window

e Start date: As soon as possible (to be agreed with the successful candidate)

We are happy to consider any reasonable adjustments that candidates may need during the recruitment process. If you
require adjustments for any part of the process, please let us know when you submit your application.

If you have any questions about the role, you can email recruitment@faireducation.org.uk
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Equal Opportunities

The Fair Education Alliance is committed to its equality and diversity policy. We want to do

all we can to prevent discrimination in any form. We ask all candidates to complete the Equal
Opportunities Monitoring Form. Completion is optional. Any responses you give will assist us in
our commitment to equality, diversity and inclusion in the workplace. Your responses will be kept
strictly confidential and will not be used in any decisions affecting you.

Safeguarding

The Fair Education Alliance is committed to safeguarding all the children and young people we
work and interact with. We take this responsibility seriously, with the focus being on their safety
and welfare. It is likely all our employees will have some interaction with children and young
people we work with, whether at an event or through our youth engagement work and therefore
all offers of employment are conditional on referencing and a Basic Disclosure and Barring
Service (DBS) check and all employees are required to take part in regular safeguarding training.
For more information, please refer to our Safequarding Policy.

The offer of employment will be conditional on a Basic DBS Check. You are required to declare
any criminal convictions ahead of this DBS Check.

Use of AI in applications

We recognise that artificial intelligence (AI) such as ChatGPT can be useful for applicants, for
example to shorten an initial draft. We therefore do allow the use of Al in applications; however,
we would caution applicants not to rely too much on Al in drafting answers to application
questions. We want to hear your authentic voice, and we will be looking for answers that use
examples and experiences that are specific to you. You are more likely to be able to produce that
kind of content yourself than Al Please note that we may use software to support reviewers to
identify Al-generated content.

Right to Work in the United Kingdom:

All offers of employment are conditional on the successful candidate demonstrating their right
to work in the United King-dom in accordance with the Immigration, Asylum and Nationality Act
2006. We will ask you to provide original documentation confirming your right to work as part of
the pre-employment checks process. We are unable to sponsor visa applications for this role.

The Fair Education Alliance
8-10 Grosvenor Gardens, London, SW1W ODH
Fair Education Alliance is a registered charity (1188042) and company (11884952) in England and Wales
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