APPRENTICE
ADMINISTRATION
HEAD OFFICE

XLP is a youth work charity working to create positive futures for young people and at the cutting
edge of tackling poverty and educational failure in inner London. We deliver holistic, long-term work
with young people aged 11 to 25 in schools and estate communities.
We have been running for over 25 years, supporting young people in communities and working with
them in schools, youth clubs, mentoring, employment opportunities, and in sports and the arts.
In this role you will be working as part of our small office team, helping to support the smooth running
of the organisation which allows our youth workers to thrive. You’ll be working across different
departments including, finance, fundraising, marketing and administration.
You’ll be a part of a team based in our head office in the City, and take an active role within the team
by attending regular meetings and supporting the work of the wider team.
You’ll need to be passionate about using your organisational skills to make a difference to young
people, and willing to learning new skills, try new things and meet new people. We’ll also provide
training as part of your apprenticeship.

VALUES
OUR MISSION
XLP seeks to empower young people from the
most disadvantaged backgrounds to complete
their education and avoid anti-social behaviour,
gangs and criminality and ultimately become
positive contributors to their communities.
XLP PUTS YOUNG
PEOPLE FIRST

XLP BELIEVES IN WORKING
FOR THE LONG TERM

XLP STRIVES
FOR EXCELLENCE

XLP WORKS
TOGETHER WELL

XLP IS ROOTED
IN CHRIST

These are the values we live by internally, building us up as an effective community.
We are a Christian charity and are “faith based, but not faith biased”. We work with young people of all faiths
and none.
Candidates are required to support, uphold and sustain these values.
As a staff team we are committed to growing in diversity and inclusion and we seek to represent the communities
in which we serve. We welcome applications from all backgrounds, ethnicities and genders.

TYPICAL
WORKING WEEK
MONDAY
MORNING
All Staff Meeting
9:30am –
11:30am

AFTERNOON

Apprenticeship
Study / Training
12:00pm –
3:00pm
Admin
3:00pm – 5:30pm

EVENING

TUESDAY
Meet with
Manager
9:30am –
10:30am
Admin
10:30am –
12:00pm

Work on Social
Media
2:00 pm – 5:30pm

WEDNESDAY

THURSDAY

Admin
9:30am –
12:00pm

Apprenticeship
Study / Admin
9:30am –
12:30pm

Work with
Fundraising Team
2:00pm – 5:30pm

Personal Project
2pm – 4pm
Office checks and
set up for the next
week
4:00pm – 5:30pm

FRIDAY

KEY TASKS AND
RESPONSIBILITIES
REGULAR WEEKLY WORK

TRIPS AND EVENTS

WORKING WITH OTHERS

• Support office staff in partnership meetings;
• Contribute to the smooth running of the office through assisting to answer the phones, email
enquiries, and receiving visitors and deliveries;
• Manage stock of stationary and general supplies;
• Pay in cheques to the bank;
• Setting up for meetings anywhere in the office building;
• Run eligibility checks for funders, and fact finding on Salesforce for the Fundraising team;
• Assist the Marketing and Communications Manager in running the XLP Youth social media account
and create content / flyers;
• Filling, photocopying and/or shredding of documents.

• Attend occasional charity and fundraising events to represent XLP.

•
•
•
•

Contribute as a valued individual to the wider XLP teams;
Work closely with office staff team;
Demonstrate an ability to take initiative;
Communicate with wider team and external contacts regularly through phone calls and emails.

WHO
YOU ARE
You will be passionate about creating positive futures for young people in inner-city London, seeing
transformation in their lives. You’ll be 18 – 21 and;
You’ll be good at:
• Being encouraging and patient;
• Thinking on your feet, and like to try new things to gain new experiences;
• Team working, bringing a positive attitude to collaboration;
• Being comfortable to work on your own;
• Recording work effectively on case recording systems;
• Using IT packages including MS Word, Outlook, and Excel;
• Social media engagement and content creation;
• Having a commitment to diversity and equality in the workplace;
• Being motivated to study towards an office administration qualification.
Other desirable skills:
• Experience working in an office or in administration;
• GCSE / Level 2 in Maths and English.
We’ll provide:
• Training and certificate in Level 2 Office Administration Qualification;
• Training and certificate in Mental Health First Aid Training;
• Other training opportunities provided throughout the year depending on specialism;
• Work experience opportunities;
• Apprenticeship Oyster card and travel costs.
All XLP staff and volunteers have enhanced DBS disclosures and work within strict child protection guidelines.

Terms of Employment
This role is 30 hours per week, including some evenings and weekends
as required.
Location:

City of London / Area Dependant

Contract:

12 months;

Salary:

£4.81 plus a weekly travel card

How to Apply
You can apply for the role using the online application form at www.xlp.org.uk/jobs
Submission Deadline: Applications should be completed by Midday (12pm) on Sunday 17th July 2022
Interview Process: Successful candidates will be invited for interview in the week
beginning Monday 25th July 2022
If you have any questions about the role, please contact us at amy.glover@xlp.org.uk .

