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User Journey Administrator 

Terms:	Full Time, Fixed for 12 Months
Reports To: 	User Journey & Experience Lead
Role Grade & Salary: 	Grade B, £28,071, plus London Weighting where applicable £3,367 p.a.
Location:	UK or NI Homebased or linked to our London office
Who We Are
UnLtd is the leading provider of support to social entrepreneurs in the UK and offers the largest such network in the world. Our mission is to find social entrepreneurs with bold solutions to today’s challenges. Through funding and support, we help them to realise their potential and creating lasting change. 
 
UnLtd’s vision is a future where enterprising people are transforming our world for good.  To enable this, we are committed to developing an eco-system of support to make it easier for those who need help to find it.

UnLtd values diversity and is committed to inclusion and understanding intersectionality. These are more than just buzz words for us. They’re principles guiding how we build our teams, support leaders, empower social entrepreneurs and create an organisation that’s the right fit for every person.

To support an inclusive environment where employees feel empowered to share their lived experiences and ideas, we have embedded an equity and inclusion group within UnLtd giving us a wide range of different perspectives in our work to help us see what is most needed in society.  We are particularly keen to hear from those who identify as Black, Asian or Minority Ethnic, LGBTQIA, people who are disabled, those with learning differences, those with caring responsibilities, from a less advantaged socioeconomic background as well as any other under-represented group in our workforce. 

About the Role
You have proven experience working within teams and as an administrator, managing your own priorities efficiently. You will be responsible for general administration duties supporting UnLtd’s Social Entrepreneur Award programmes, particularly the administration of our newly funded National Lottery Climate Action Programme. Reporting to the User Journey and Experience Lead you will work closely with colleagues across the Social Entrepreneur Support Directorate acting as the first point of call for social entrepreneurs applying for an award. You will provide internal administrative support throughout the application process and post application journey. 

Key Accountabilities

1. Award administration: Support Social Entrepreneur Support (SES) team with the awards process, giving excellent administration support across SES.  
· Being the first and a consistent point of contact for information and general queries from applicants and Award Winners about the application process, forwarding more complex enquiries to relevant team members.
· Work across a diverse portfolio of funders and programmes alongside Millennium Awards Trust (MAT) awards, particularly the Climate Action Fund partnership with the National Lottery Community Fund.
· Managing the feedback process, emailing application outcomes and feedback to all unsuccessful applicants.
· Collate meeting records, including outcomes, actions and feedback for unsuccessful applicants.
· Process ID checks using third party verification software.
· Process due diligence and support data collection for programme governance, reporting and learning
· Prepare documentation for panel meetings and successful applicants.
· Signpost Award Winners to the most relevant colleagues in UnLtd.
· Ensuring flow of information through documentation and Teams is consistent. 
· Supporting cross-organisational communication of all awards and support packages.


2. Data and Finance administration
· Ensuring accurate data collection and administration using the CRM for all enquiries, applications, and Award Winners. 
· Work alongside team members to adhere to established processes and procedures to enable a supportive experience for our Award Winners.
· Sharing data with Research team to measure equity, diversity, and inclusion targets. 
· Support colleagues across the organisation by collating information for their reports for funders and partners.

3. Other responsibilities 

· Support logistics and administration alongside User Journey Support Managers, in their delivery of pre-application workshops for prospective applicants. 
· Support logistics for team and social entrepreneur events and residentials.
· Organise and provide administrative support for cohort support sessions for Award Winners.
· Where required, you will cover work duties for others in the team in their absence, on an interim basis.
· You will adhere to, and maintain, our ethical standards and methodological approaches.
· You will maintain accurate, up-to-date and organised records for all stakeholders using Dynamics (UnLtd’s CRM database) and in-line with Data Protection regulations.
Job descriptions cannot be exhaustive. You may also be expected to support and deliver other projects and tasks, in line with your skills and experience that contribute to our overall organisation objectives beyond your core role.

[bookmark: _Hlk45651466]What exactly are we looking for?
Often called ‘Essential Criteria’

· You are an experienced administrator with a proven ability to manage multiple admin functions and maintain effective administrative procedures  
· You have excellent organisational skills, with a proven ability to multi-task, work flexibly and manage time according to deadlines
· You communicate in a clear manner 
· You have strong attention to detail
· You have knowledge of what makes great customer service 
· You have experience of using a CRM database
· You have financial awareness and are confident in using Excel
· You can establish and maintain positive relationships with colleagues and external stakeholders
· You have excellent written and verbal communication 
· You have excellent working knowledge of MS Office: Word, Excel, PowerPoint, Outlook, Teams and SharePoint and are self-sufficient in the production and maintenance of documentation
Often called ‘Desirable Criteria’

· You have previous experience of working within the third sector, social entrepreneurship or social business
· You find ways of solving or pre-empting problems
Personal attributes and values
· You have a pro-active approach to your work and can foresee and plan for upcoming challenges
· You are energetic and self-motivated – eager to source new ideas and to initiate actions which improve results and add value
· You are a team player and work collaboratively to ensure the best possible outcome for UnLtd, our partners and the social entrepreneurs we support
· You demonstrate personal integrity always
· You are ambitious for yourself and for UnLtd
· You have a connection with our vision and a belief that our mission is a worthwhile goal
· You are willing to travel across the UK
UnLtd’s Values
At UnLtd we are looking for people who support our values below.

We are Brave
· We are ambitious about achieving social change
· We are bold in pursuing new ideas
· We are resilient in the face of adversity

We are Inclusive 
· We actively seek out great talent from everywhere
· We value diversity and welcome challenging points of view
· We foster an open and supportive environment

We are Accountable 
· We are transparent in our decisions and actions
· When things go wrong, we learn from it
· We hold ourselves to our purpose
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