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Coordinator, Impacts & Innovations (v. july 2024)

Role summary

ISEAL is offering a new role for aspiring sustainability professionals who are comfortable with and excited by
working on social issues around sustainability standards. The role will provide valuable exposure to working
with standards systems and partners in business and government to catalyse global efforts on critical social,
economic, and environmental sustainability issues. If you are looking to apply your existing project support,
administration and writing skills, we can provide you with excellent insights and networks.

ISEAL supports sustainability standards and similar market-based sustainability systems to improve their
impacts on people and planet. Our Innovations workstreams explore and pilot new solutions to operational and
strategic challenges sustainability standards face. The position will be critical to the coordination of projects and
engagement with ISEAL members on system innovation working on sustainability topics such as human rights,
living wage, gender, farmer livelihoods and sustainable landscapes.

The coordinator will be part of this journey of peer-to-peer learning, pilot testing, and discovery. The role will
collaborate with different ISEAL teams and be in contact with ISEAL Community Member / partner
organisations, making this an excellent opportunity to learn about a wide range of initiatives.

To be considered for this role, you will enjoy working on a varied and changing set of tasks related to an area of
specialist knowledge and will thrive on learning more about topics related to sustainability standards. Having
gained a good level of work experience, you are familiar with project administration, research or analysis,
stakeholder engagement and communications. You are keen to provide all-round assistance to several exciting
ISEAL projects. The position will be based in ISEAL’s Impacts and Innovations team.

The key responsibilities we entrust you with

Project support

e Contribute to outreach to project stakeholders, Community Members, partners & event attendees,
answering and directing queries and scheduling appointments and virtual/ in-person meetings

e Organise meeting logistics, agenda preparation, outreach and speaker coordination,
notetaking, and the tracking and implementation of follow up actions and communications

e Support delivery of virtual, hybrid, and in person meetings, provide technical support during Zoom

and Microsoft Teams meetings, operate other engagement tools (e.g. EasyRetro, Miro, Jamboard,
etc)

e Carry out background research, review documents, and gather and analyse information
using templates and tools such as Excel

e Coordinate project processes, including implementing procurement procedures, drafting contracts
with consultants (based on ISEAL templates) and maintaining project-related systems



General

Maintain web pages related to event and programme activities and support email and social
media campaigns; upload blogs, documents, and resources

Support drafting and production of relevant newsletters, website articles, and report sections
Proof-read, edit, design, and format documents in Word and Powerpoint, using ISEAL templates

Provide support to senior project leads in coordination tasks, grant management and stakeholder
engagement

Assist in promoting best practice in use of IT, communications and knowledge management systems
within projects, and support efforts to help bring about improvements

Provide ad hoc support to organisation-wide initiatives, if needs arise

Be a collaborative and effective team member, liaising with colleagues at all levels across organisation
Additional responsibilities as assigned by supervisor

Essential attributes, skills & knowledge

Experience working in a project or research/analysis support role in a highly collaborative environment
such as an international NGO

Understanding of sustainability systems and how they work to help deliver change; strong

interest in social issues such as: human rights, gender equality, and decent work.

Experience and comfort working with subject matter of a niche or specialist nature, possibly gained
through research, project coordination or management, and/or the review and analysis of data sets,
academic research, technical reports, and policy documents

Strong organisational skills, and experience with administration, meeting coordination, logistics,
contracts, budget tracking, etc.

Confidence in communications with peers and external partners, strong interpersonal skills

and comfortable in public speaking situations (e.g. webinars, workshops etc)

Excellent time management and ability to organise multiple simultaneous tasks efficiently with
precision and strong attention to detail

Excellent written and spoken English, with proven ability to write clearly and concisely on a range of
topics

Ability to communicate and work effectively with cross-functional teams in a largely remote,

international environment, including regular international time-zone calls

Ability to thrive in a dynamic work environment with changing projects and working with

multiple project leads

Confidence in using the Microsoft Office suite and IT systems, familiarity with virtual meeting tools

(e.g. MS Teams, Zoom, etc), use of contact management databases (e.g. Salesforce) and proficiency
in MS Office

Additionally desirable

Fluency in other languages, e.g. Spanish
Experience with support for grant funded projects
Familiarity with international human rights instruments and normative frameworks



About ISEAL

ISEAL supports ambitious sustainability systems and their partners to tackle the world’s most pressing
sustainability challenges — from the climate emergency and biodiversity crisis to human rights and persistent
poverty. ISEAL Community Members include many of the most respected sustainability schemes worldwide and
are active across a diverse range of sectors. Read more about us on our website www.iseal.org.

ISEAL’s culture and how we will help you thrive

Our values are Connection, Empowerment, Inspiration, Wellbeing, Effective Working and Creativity.

These are traits we value in each other and in the organisation overall and we instil these in all our processes
and interactions.

The issues we work on are of a global nature and our team reflects this, with individuals from many different
backgrounds and nationalities. We know this diversity adds to the high quality of work we deliver as an
organisation and through our commitment to diversity and inclusion we want to add strengths and perspectives
in our team with each recruitment. Diversity for us includes race and gender identity, age, disability status,
sexual orientation, religion and many other areas forming part of someone’s identity. We are proud to be an
equal opportunities employer.

As an organisation, we also support our people in their personal and professional development, with specific
budgets and processes enabling individuals to take advantage of growth and development opportunities.

We offer 25 days of annual leave, to which we will add a day a year after 2 years (to a maximum of 30 days), as
well as an extra five days as a one off once you have been with us for a full five years.

We recognise individuals’ preferences when it comes to where and when to work through a hybrid working
model with a minimum of 4 days per month in the London office as well as the opportunity to apply for flexible
working arrangements to suit individual’s needs.

Other relevant information

Term: This is an initial contract of one year with the possibility of extension
Working hours: Full time, 37.5 hours per week
Salary: £30,000 — 34,500 per annum, depending on experience

Location: London. Applicants will need to provide evidence that they are entitled to work in the UK. An ability
and willingness to work in a hybrid work environment is required.

International travel: The post holder will be required to undertake occasional international travel

Ideal start date: September 2024


http://www.iseal.org/

How to apply

Please use this link to submit your application: https://wkf.ms/3zZkjbC

The deadline for applications is 18 August 2024

Enquiries about the role can be directed to recruitment@isealalliance.org.

Please note we will not individually contact applicants unless they are shortlisted for interview.

Interview process
Please see below the planned interview process (please note that we will endeavor to keep to this schedule,
but some dates may be subject to change)

First interviews (Teams):

Pre-interview timed exercises (between 60 — 90 minutes from home):
Panel interviews (Teams): w/c

Decision: by

Accessibility
If candidates required additional time or other considerations for the interview process, we are committed to
accommodating any reasonable requests.

Please note that ISEAL will cover travel expenses for in person interviews for candidates travelling from outside
of Greater London. ISEAL also covers caring expenses for candidates who are carers and need to arrange of
cover for the duration of the interview/exercises
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