
 
Job title: Office Manager 

Salary: £25,000 starting salary 

Contract: Full Time (6 month probation period) 

Benefits: 28 days holiday pro rata plus flexible working hours. 

Responsible to: Managing Director of GROW 

Responsible for: Office Administrator 

Start date: As soon as possible 

Location: Barnet 

 

ABOUT GROW 

GROW works in schools and communities to promote mental well-being, 

physical health and a more hands-on relationship with the natural world.  

 
From yoga to farming, philosophical thinking to boxing, GROW’s specially 

designed programme gives young people the knowledge, skills and confidence 

to think beyond their day-to-day routines.  

 
Since launching our pilot scheme at The Totteridge Academy, North London in 

May 2019, GROW has started a Forest School, built a community farm and 

rolled out a full programme to 250 students per week as part of the curriculum. 

 
Headteacher Chris Fairbairn credits GROW with helping transform the school’s 

culture, “by encouraging our pupils to ask bigger questions and understand 

their place within the world.” 

 
Our aim is to see GROW become second nature, as normal in a young person’s 

day as a maths lesson or football practice.  

 



 
GROW launches its second site this Spring and ultimately aims to bring 360° 

Learning to every secondary school in the country by 2030. 

 

A key part of the GROW learning experience is our 6 acre field. We are creating a vibrant 

working farm that will form a key part of our curriculum as well as being a community 

farm with opportunities for families and adults. 

It’s a busy and exciting time for GROW and we are looking for someone to help us on our 

journey and who can grow with us.  

THE ROLE 

We are looking for a progressive Office Manager to join our team.  As GROW is in its first 

year this is an exciting opportunity for a pro-active and independent worker, a creative 

thinker with incredible organisation skills and attention to detail to join our small and 

ambitious team. We are looking for a dynamic and confident individual who takes pride in 

efficiency, clear communication and in enabling others to achieve their best work. We want 

to create a progressive internal structure and working environment that reflects and 

embodies GROW values, and we need someone to help us make this thrive at every level. 

JOB DESCRIPTION 

● Line managing the Office Administrator including weekly one-to-one meetings 
● Managing and overseeing project timelines 
● Overseeing the development of progressive internal systems, training and policies 

with a commitment to creating an equal, fair and inclusive workplace. 
● Overseeing the charities HR function and supporting the recruitment processes 

including processing DBS checks for all new staff and ensuring we adhere to school’s 
HR procedures. 

● Managing weekly team meetings. 
● Helping maintain an orderly and effective filing system of company files and 

records. 
● Managing office and project budgets and ensuring that projects are delivered within 

target.  
● Maintaining an effective budget management system. 



 
● Overseeing the smooth running of GROW events when an events manager is not on 

board. 
● Managing GROW mailing lists. 
● Researching appropriate funding pots, awards and marketing opportunities for 

GROW and feeding back to Management. 
● Organising inductions for new employees. 
● Ensuring that health and safety policies are up to date 
● Overseeing promotional timelines for events e.g flyering schedules 
● Creating and running an effective system for liaising with donors, partners and 

sponsors to ensure they are regularly kept up to date and thanked.  
● Helping maintain a tidy and organised office environment. 
● Implementing and maintaining procedures/office administrative systems. 
● Organise team socials and well-being activities. 
● Opportunities to develop and design projects going forwards for the right person.  

Key skills and values 

● Reliability 
● Leadership and the ability to ‘make things happen 
● Interpersonal and time management skills 
● Adaptability 
● Communication, negotiation and relationship-building skills 
● Organisational & IT skills 
● Budgeting skills 
● Attention to detail 
● Patience 
● Empathy 
● Integrity 
● Commitment to creating a workplace that is equal, fair, and inclusive. 

Essential experience 
Experience in an administrative role for a minimum of 2 years. 
Experience line managing administrative staff. 
Experience managing budgets and project timelines/ 
Experience supporting a variety of departments. 



 
Experience in and knowledge of HR processes. 
Knowledge of software packages including word and excel.  
Passion for educational and environmental issues. 
 
Desirable 
Knowledge of Barnet and the local area. 
Experience working in a charity, school or with young people. 
Experience working in a small, busy team. 
Experience creating and overseeing new policies and systems. 

To apply please send a cover letter no more than one side of A4 along with an up to date CV 
to hello@wearegrow.org by Friday 3rd July, noon. 
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