OFFICE AND PROJECTS COORDINATOR C@ U KATA

Job Description and Person Specification, July 2026

JOB TITLE DEPARTMENT

Office and Projects Coordinator Office Team

PURPOSE OF JOB

The Office and Projects Coordinator plays a central role in supporting the smooth running of UKATA through
operational support, office administration, project delivery and member support.

Working closely with the Managing Director, contractors and volunteers, the role helps ensure UKATA is
organised, responsive and delivers a positive experience for members and stakeholders.

The role combines responsibility for much of UKATA’s day-to-day administration with ownership of agreed
projects and organisational improvements. It includes supporting governance, committees, member enquiries,
membership administration, UKCP registration processes, communications and events, helping ensure work is
delivered efficiently and effectively across the organisation.

REPORTING TO DIRECT REPORTS

UKATA Managing Director None at present

RELATIONSHIPS

Internal External

Trustees, employees, committees, Transactional Members, contractors, suppliers, registered training
Analyst Magazine Editor, bookkeeper, volunteers. | providers, EATA, UKCP and other partners and
stakeholders.

MAIN RESPONSIBILITIES

Office operations and administration
e Help ensure the smooth day-to-day running of the UKATA office and organisational systems.

e Respond to, resolve or appropriately triage enquiries from members, prospective members and the
wider public, ensuring a consistently positive and professional experience.

e Deliver effective and accurate membership administration, including UKCP registration processes,
working closely with the office team to ensure consistency and timeliness.

e Use UKATA’s CRM system to maintain accurate member and organisational records, manage event
administration, and produce reports and data to support decision-making.

e Maintain accurate and effective systems, documents and organisational processes, proactively
identifying and implementing opportunities to improve the way UKATA works.

Projects and organisational development

e Successfully take ownership of agreed projects and organisational improvements, from initiation
through to completion.

e Effectively support the implementation of wider organisational priorities led by the Managing
Director.

e Proactively coordinate project activity, monitor progress and help ensure actions are completed on
time.




e Contribute ideas and practical solutions to improve systems, member experience and organisational
effectiveness.

Governance and committee support

e Coordinate some trustee, committee and governance administration, including meetings, papers and
follow-up actions.

e Successfully support the delivery of the AGM and other governance processes.

e Maintain accurate and up-to-date governance records, policies and organisational documentation.

Members, communications and engagement
e Support clear, timely and accessible communications with members and stakeholders.

¢ Maintain and update the UKATA website using WordPress, including publishing content, updating
member information, creating online forms and surveys, and ensuring information remains accurate
and up-to-date.

e Support social media and communications relating to organisational activity, events and conferences,
ensuring contact is timely and engaging.

e Work with the Transactional Analyst Editor and external communications support to help deliver
publications and communications on schedule.

e Build positive working relationships with members, Registered Training Establishments (RTEs),
volunteers and other stakeholders.

Events and organisational activities

e Support the planning and delivery of the UKATA National Conference, AGM, online CPD events and
other organisational activities.

e Coordinate online event administration, registrations, communications and logistics.

e Attend meetings, conferences and events, and represent or accompany the Managing Director where
appropriate (both in person and online).

PERSON SPECIFICATION

You'll thrive in this role if you:
e Enjoy bringing structure to a busy and varied workload.
e Are proactive and confident using your initiative.
e Like turning ideas into practical action.
e Build positive working relationships with a wide range of people.
e Are adaptable and happy to get involved wherever needed.

e Enjoy balancing day-to-day administration with longer-term projects and improvements.

Essential
e Experience in an office, operations, project coordination or organisational support role.
e Excellent organisational skills, with the ability to manage competing priorities and meet deadlines.
e Experience coordinating projects, meetings or organisational activities.
e Strong written and verbal communication skills.

e Confidence using Microsoft 365 and a range of digital systems, with the ability to learn new platforms
quickly.




e Experience maintaining accurate records, systems and administrative processes.
e The ability to work independently while knowing when to seek advice or escalate issues.
e A commitment to providing a high-quality service to members, volunteers and other stakeholders.

e A commitment to equality, diversity and inclusion, with an awareness of the impact of power,
inequality and discrimination on people’s experiences.

e Ability to travel across the UK.

e Ability to work the occasional evening or weekend.

Desirable
e Experience working in a charity, membership organisation or professional body.
e Experience providing high-quality membership support or customer services.
e Experience using WordPress to update websites.
e Experience supporting trustees, committees or governance processes.
e Experience of CRM systems or membership database systems.
e Experience supporting conferences, training events or online events.
e Experience producing newsletters, online forms or member communications.

e An understanding of, or interest in, Transactional Analysis.

LOCATION AND WORKING HOURS

This is a home-based role with flexible remote working arrangements. Regular travel across the UK is required
to support conferences, trustee and committee meetings, planning days, visits to Registered Training
Establishments (RTEs) and other organisational activities. On average, this is expected to be around once a
month, although the level of travel will go up and down, with some periods busier than others. Reasonable
travel and accommodation expenses will be reimbursed in line with UKATA policies.

We are looking for someone who can work 30 hours across at least four days a week, primarily during normal
weekday office hours. Some flexibility will be required to attend occasional evening meetings and weekend
events.

N.B. A job description is a written statement of the essential characteristics of the job, including the main
responsibilities and the knowledge, skills and attributes required to perform the job to a satisfactory level. This job
description is not intended to be a complete, detailed account of all the organisation or role.



