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Operations Intern
Recruitment pack

Closing date: 12 noon, Monday 28 September 2026
Salary: £28,860 (pro-rated)

Hours: 0.8 FTE - 30 hours per week

Contract: Fixed term until 30 September 2027
Location: Office (London)/hybrid
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Welcome

Thank you for your interest in this role at Classics for All.

We are a small and ambitious charity with a big vision: to give every young
person in the UK - regardless of background or postcode - the opportunity to
explore the ancient world through language, culture and history. We believe
that classical subjects can unlock curiosity, confidence and critical thinking,
and we work in partnership with schools, teachers and communities to make
that vision a reality.

Our team is passionate, collaborative and deeply committed to educational
equity. We are proud of the impact we've made so far - supporting more than
1,300 schools and training thousands of teachers - but we know there is
much more to do. That's why we're excited to welcome new colleagues who
share our values and want to help us grow our reach and deepen our impact.

Whether you're a classicist, an educator, a fundraiser, or someone with
transferable skills and a belief in our mission, we hope you'll consider
applying. We're committed to inclusive recruitment and welcome applications
from people of all backgrounds and experiences.

We look forward to hearing from you.

Warm wishes,

Jo Hobbs MBE
Chief Executive
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About Classics for All

We believe that delving into the ancient world through ancient history, classical civilisation,
Latin and Classical Greek Greek is not only enjoyable but also profoundly beneficial for all
pupils. It enhances their cultural awareness, sharpens their language and analytical skills,
and boosts their aspirations and achievements.

( ‘ ‘ Latin is important and it has helped me a lot especially with my \

grammar and spelling. | enjoy Latin (even when it is confusing)

because it is a fun challenge. Latin is one of my favourite subjects

because when you understand it, everything clicks into place.
Year 10 student with English as an Additional Language

k Acland Burghley School, London ”J

We are currently developing a new strategy to guide us through the next few years,
meaning that you are joining us at a great moment to help lay the foudnations for our
future impact.

Draft vision
A future where every young person can unlock the wisdom, wonder and imagination of
the ancient world - regardless of background or circumstance.

Draft mission
We believe that discovering the ancient world can transform lives. That's why we work to:

. Ignite curiosity and a lifelong love of learning through the stories, ideas and cultures of
the ancient world.

. Raise aspirations and broaden horizons by connecting students with the richness of
the past.

« Build cultural capital, giving every child
access to the knowledge and
confidence to thrive.

. Empower state schools and teachers
to bring Classics to life in every
classroom.

« Champion the value of Classics as a
vital part of a broad, rich and inclusive
education.




Draft strategy headlines

Deepen impact Expand access

We will redefine and 8&% We will champion inclusive,
strengthen our offer for engaging Classics that reflects the
schools and young people, diversity of today's classrooms -
ensuring it is responsive, removing barriers to participation
relevant and transformative. and helping every child to see the
We will measure and amplify relevance of the ancient world to
the impact of Classics on their own lives.

students’ aspirations, cultural

capital and love of learning,

supported by robust systems We will raise the visibility and

that ensure long-term voice of Classics for All,

sustainability. challenging outdated perceptions
and making a compelling case for
Classics as a subject that belongs

to everyone, everywhere.

( ‘ ‘ Classics for All was absolutely key in helping our college increase \
our classical language provision. Since 2017, every single student at

Reigate College has been given the opportunity to study Latin and

Ancient Greek, regardless of the subjects they study, their academic

ability or financial situation. At open evenings, parents often
comment on how unique this is and how they wished they had been

given the same opportunity. ’ ’
k Teacher, Reigate College J

Classics for All does not replace statutory -
funding, nor offer long-term subsidies to - -
schools. We offer training and support so that ﬂlﬂ .
children and young people, parents, schools S

and policy makers recognise the benefits of =

learning about the ancient world and make mid R

Classics part of the mainstream school _“..

curriculum.

L
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What we do

Classics for All is a national charity offering training,
support and resources to state schools across the UK to
enable them to introduce or sustain Classics.

In 2025 we:

Supported 279 schools with
697 training sessions

Delivered five online CPD

Q'—E sessions reaching teachers in
“= 65 schools
= Taught Ancient Greek to 67

¥

pupils through our Greek
academies

(oo ]

CO 2025 Impact awards

<__—___~

CO Newsletter

CO Background reading



https://classicsforall.org.uk/news-and-events/events/impact-awards-2025
https://classicsforall.org.uk/news-and-events/classics-matters
https://www.cambridge.org/core/services/aop-cambridge-core/content/view/B1C3BE3EF89B4212F5790EA914CEA476/S2058631024000151a.pdf/div-class-title-classical-studies-trends-teaching-classics-in-secondary-schools-in-the-uk-div.pdf

Operations Intern

Why this role matters

The Operations Intern will play an important role in helping Classics for All run smoothly and
effectively. Working across governance, finance, systems, events and organisational
administration, you will gain first-hand experience of how a national education charity
operates behind the scenes.

No two days are quite the same. One day you might be supporting preparations for a trustee
meeting, helping maintain our Salesforce database or coordinating event logistics. Another
day you might be processing invoices, improving administrative procedures or helping
colleagues deliver projects that support schools and teachers across the country. You will
enjoy being organised, solving problems and helping others, while developing a broad
understanding of charity operations.

Through supporting the systems, processes and people that keep Classics for All running
effectively, you will help ensure that more children and young people can access Classics in
their state schools. The work may often happen behind the scenes, but it has a direct impact
on the charity's ability to deliver its mission.

The role offers a unique opportunity to gain experience across multiple aspects of charity
management, including governance, finance, operations, data management and
organisational development. It is designed as a developmental role and is ideal for someone
interested in building a career in the charity, education or cultural sectors.

You will be part of a small and collaborative staff team led by the Chief Executive. Working
closely with colleagues across programme delivery, fundraising, communications and
operations, you will gain insight into the opportunities and challenges of running a growing
national charity while making a meaningful contribution from day one.

Diversity and inclusion

As a social mobility charity, being inclusive is
a fundamental value of Classics for All. We
welcome applications from all eligible people
and are particularly keen to receive
applications from those who are from
communities that are less represented within
the Classics community, such as those from
minoritised ethnic backgrounds and those
with disabilities. It does not matter if Classics
was offered at your own school. You do not
need to be a classicist to join our team - there
are no Latin tests!
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Role description

Position Title Operations Intern

Location King's College London/hybrid

Working hours 0.8 FTE (30 hours per week)

Reporting to Chief Executive

Responsible for: No direct reports - may support volunteers and/or interns
Key internal stakeholders All staff, Trustees

Key external stakeholders Suppliers

Overall purpose

The Operations Intern will support the smooth and effective running of Classics for All by
providing administrative and operational support across governance, finance, systems,
events and organisational processes. The role is designed as an entry-level opportunity for
an individual seeking experience in charity operations and management. Working closely
with colleagues across the charity, the postholder will gain experience of a wide range of
functions that support the delivery of a national education charity. The role will contribute
to the development and continuous improvement of operational systems and processes,
helping ensure that colleagues, trustees and stakeholders receive high-quality support.

Governance and Organisational Administration

Support the administration of trustee and committee meetings.

Prepare meeting packs and supporting documentation.

Coordinate meeting logistics, invitations and follow-up actions.

Maintain governance records and document repositories.

Support the maintenance of organisational policies and procedures.

Assist with the administration of annual reporting and compliance processes.
Ensure organisational records are maintained accurately and securely.

Finance Administration

Support the processing of invoices, expenses and purchase orders.

Assist with maintaining financial records and supporting documentation.
Support income and expenditure reconciliation processes.

Prepare information and documentation required by the Finance Manager and
auditors.

Maintain accurate filing and recordkeeping systems.

Support colleagues with routine finance administration processes.



Systems and Data Management

Maintain accurate records across organisational systems, including Salesforce.
Support data cleansing and quality assurance exercises.

Assist colleagues with data entry and reporting requirements.

Support the development and documentation of operational processes.

Monitor shared inboxes and ensure enquiries are routed appropriately.

Contribute to the effective management of organisational information and records.

Office and Operational Support

Assist with the day-to-day administration of the charity.

Coordinate relationships with suppliers and service providers as required.
Support IT administration and liaise with external support providers.
Assist with procurement and ordering of goods and services.

Maintain organisational templates, forms and administrative resources.
Support colleagues with operational tasks and projects as required.

Events Support

Support the planning and delivery of internal and external events.
Assist with event administration, bookings, registrations and logistics.
Coordinate event materials and supporting documentation.

Support the collection of event feedback and evaluation data.

Provide administrative support at events where required.

Other

To be an active ambassador for Classics for All and its mission.

To work collaboratively with colleagues, trustees, partners and volunteers.

To support the delivery of major organisational events and activities as required.
To undertake any other duties that may reasonably be required to fulfil the
responsibilities of the role.

Additional information

This role is intended to provide broad experience of charity operations, governance

and programme support.
The postholder will receive structured

support, guidance and development
opportunities throughout the internship.
Occasional travel within the UK may be
required.

Evening work may occasionally be
required, for which Time Off In Lieu
(TOIL) can be taken.




Person specification

Experience Skills Values

Curiosity, willingness to
learn and commitment to
personal development.

Experience of organising and | Excellent organisational skills
prioritising tasks effectively. with strong attention to detail.

Positive, proactive and
collaborative approach to

Experience of using Microsoft

. . . Strong written and verbal
365 applications, including g

communication skills.

Outlook, Word and Excel. work.
Experience of working Ability to learn quickly, manage | Supportive of the vision,
collaboratively with others to | competing priorities and use mission and values of
achieve shared goals. initiative to solve problems. Classics for All
Staff benefits
Salary

At Classics for All, we are committed to transparency and fairness in our pay practices. All
new hires are placed at the starting point of the relevant salary band for their role. This
ensures consistency across the organisation and reflects our responsibility to manage
charitable funds carefully. We offer pay progression, which is reviewed annually and based
on both individual performance and the financial sustainability of the charity. While we
strive to reward growth and contribution, any increases are subject to affordability and the
wider context of our funding and priorities.

As an Intern this post is offered at £28,860 on a full-time basis; this role is pro-rated to
0.8 FTE (30 hours per week) and the salary is therefore £23,088.

Annual leave
Classics for All offers a standard annual leave entitlement of 23 days per year, pro-rated for
part-time staff and those joining partway through the leave year. In addition to this, staff
receive all England Bank Holidays and benefit from a period of business closure between
the Christmas and New Year Bank Holidays.
This time off is provided in recognition of the
importance of rest and wellbeing, and we
aim to support a healthy work-life balance
across the organisation.

10
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Staff benefits

Employee support

We are committed to supporting the wellbeing of our team. All staff have access to our Employee
Assistance Programme (EAP) provided by Health Assured. This includes a 24/7 confidential
helpline offering emotional support, counselling and practical advice on a wide range of issues,
from mental health and relationships to legal and financial matters. The EAP also includes access
to a library of online resources and self-guided wellbeing programmes designed to support both
work and life outside of work.

Flexible working

At Classics for All, we offer flexible working patterns to support a healthy work-life balance. This
includes flexibility around working hours and the option to work remotely for part of the week.
Our current expectation is that all full-time staff work from our office in central London three days
a week (Tuesday to Thursday) to support collaboration and team culture. Some roles may require
more frequent office presence depending on operational needs, and this will be discussed and
agreed with the hiring manager during onboarding.

( ‘ ‘ | have loved having the opportunity to study Classics as someone \

from a working-class background. It has felt like crossing an
academic border that would have otherwise been unattainable, and
now | am the first in my family to go to university. | will be studying
Classics there, and without Classics being available at this school |
wouldn’t have discovered my passion and had that opportunity

otherwise. ’ ’
Y13 student, Christopher Whitehead Language College J
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How to apply

The closing date for applications is 12 noon on Monday 28 September 2026. Please apply
via this link. The questions you will need to answer are listed below for ease of preparation.
You will also be asked some diversity monitoring information. Please be assured that this
information will not be used as part of the screening process.

If you have any questions, please send these to info@classicsforall.org.uk with the subject
line of ‘Operations Intern!

Unfortunately, we are unable to give feedback to applicants not shortlisted for interview.
We actively try to provide feedback to candidates interviewed.

By submitting an application, you are giving permission for your personal information to be
stored and processed for the purpose of arriving at selection decisions, for it to be used as
a basis for a personal record if you are successful, and for sensitive data to be anonymised
and used for the purpose of diversity monitoring.

We are planning to hold interviews on Thursday 8 October 2026 in person at our offices in
London (WC2R 2LS)

Questions

Each question has a maximum character allowance of 5,000 characters. We are interested
in your personal reflections and experiences. Please use specific examples wherever
possible. There are no right answers, and we are more interested in understanding your
thinking, motivation and approach than polished or technical responses.

1.This role is intended as a developmental opportunity. What attracted you to apply for
this role, and what would you hope to learn, experience or achieve during the 12-
month contract? Please include examples from your studies, employment,
volunteering or personal interests that have influenced your career thinking so far.

2.Tell us about a time when you needed to manage several different tasks, deadlines or
responsibilities at once. This could be from work, education, volunteering, caring
responsibilities, student activities or another aspect of your life.

3.Describe a situation where you noticed that a process, piece of information or way of
working could be improved. What did you do, what was the outcome, and what did the
experience teach you about working with other people? The example can come from
work, study, volunteering, a society or club, or another area of your life.

Classics for All is a registered charity, number 1135379.
Room D1 North Building, King's College London, Strand, London WC2R 2LS


https://www.charityjob.co.uk/jobs/classics-for-all/operations-intern/1083674?tsId=36
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