FORM THE FUTURE

Programme Delivery Team Administrator
Location: Cambridge, Hybrid

Salary: £26,230 - £28,000 per annum
Contract: Full-time (37.5 hours per week)
Reporting to: Senior Programme Manager

Duration: Fixed Term Contract to 31 July 2027

Form the Future CIC is a mission-driven social enterprise dedicated to connecting young people with
meaningful career opportunities.

We work with schools, employers, and stakeholders to provide young people with a wide range of careers
advice and guidance activities, linking access to mentoring, work experience placements, internships,
apprenticeships, and other pathways into employment.

Our Programme Delivery Team ensures our programmes run smoothly, on time, and to the highest

possible standards.

About the Role

The Programme Delivery Team Administrator provides high-quality administrative and coordination
support to ensure the successful planning, scheduling, and delivery of Form the Future's young person-
facing programmes. The role supports the delivery of in-school activities, work experience placements,
Youth Guarantee service, careers events, and online webinars, helping to create a seamless experience for
schools, young people, volunteers, and delivery partners. The postholder will play a key role in
maintaining programme quality, accurate records, and effective stakeholder communication while

contributing to the organisation's mission of improving young people's access to career opportunities.
Key Responsibilities
Programme Administration

e Support the delivery and administration of work experience placements

e Support the delivery and administration of the CEC Careers Hub in partnership with the CPCA

e Support the delivery and administration of Youth Guarantee Trailblazer services
e Liaise with stakeholders to confirm bookings and share relevant resources and communications
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e Support the set-up and coordination of in-person and online events, including careers fairs, teacher
and educator continuing professional development activities

e Manage all administrative activity for the programme delivery team including responding to
general programme queries, managing shared inboxes, and communicating delivery activity to the
wider organisation

e Assist with the setup and coordination of in-person and online events, including webinars for
students and parents

e Prepare and manage documentation for programme delivery, including risk assessments, parental
consent forms, student evaluation feedback forms and information packs

e Maintain accurate records in CRM and programme tracking systems

e Support day-to-day administrative tasks for the Programme Delivery Team, including meeting
coordination

About You
Essential Skills & Experience:

e A proactive problem-solver with a flexible, can-do attitude

e A commitment to high standards and continuous improvement

e Strong administrative, organisational, and coordination skills

e Excellent attention to detail and ability to manage multiple priorities

e Confident communicator, both written and verbal, with a professional and friendly approach

e Familiar with IT systems including Microsoft 365 products, Copilot and able to quickly learn new
tools and platforms

Desirable (but not essential, training will be provided)
Skills & Experience:

e Experience working in a school, education, or youth-focused organisation
e Familiarity with CRM systems and student data management

e Experience supporting online or in-person events

e An understanding of safeguarding and working with young people

e Passion for social impact, youth development, or education

Personal Qualities:

e Belief in, and commitment to, our mission

e Positive and enthusiastic

e Ateam player

e Open and approachable

e Ability to travel to external events, when required
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Why Join Us?

¢ A dynamic and growing organisation with a strong social mission

e The opportunity to make a tangible impact by helping young people access employment and
career opportunities

e A supportive and flexible working environment

e Hybrid working, with a mix of office and working from home arrangements

e Opportunities for professional development and career growth

e Company pension

e Paid employee volunteering days

e Additional sickness pay

¢ Retail benefits

If you are committed to bridging the gap between education and employment and are motivated to make
a meaningful impact, we'd welcome your application.

To apply, please send your CV and a cover letter to by Friday 21 August 2026.

At Form the Future we're committed to creating a diverse and inclusive environment where everyone has
an equal opportunity to achieve their career goals.

We respect the value that everyone brings with their differences and welcome applications from suitably
qualified and eligible candidates regardless of their protected characteristics. We pride ourselves on our
flexible approach to work so if you have a need for this, then please do let us know.

We are committed to safeguarding and promoting the welfare of children, young people and vulnerable
adults. Applicants should be aware that the post may be subject to an Enhanced DBS check as well as
other employment clearances.
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