
 

Blueprint Trust is a registered charity no: 1159150. Registered in England & Wales as a Company Limited by Guarantee no: 

9006403.   Registered Office: 12A Charterhouse Square, London EC1M 6AX 

JOB OPPORTUNITY: EXECUTIVE & OPERATIONS ASSISTANT  

We are looking for someone to provide general administrative support to our small but passionate 

team, dedicated to making business a force for good. 

The role will initially be a 6 month part time contract. 

About Us 

A Blueprint for Better Business is an independent charity, whose purpose is to create a better society 

through better business. We help business to be inspired and guided by a purpose that respects 

people and contributes to a better society. 

Our work is about stimulating and energising a different way of thinking and behaving in business, 

and challenges core assumptions about the purpose of business and what motivates people. We 

help businesses see that they can operate in a way that benefits both business and society. Much of 

our work is with senior leadership teams in large corporates, but we also work with investors, NGOs, 

academics, coaches and consultants and others to help create an environment where purpose led 

business can prosper.  

For more information go to www.blueprintforbusiness.org or find us on Twitter: @Blueprint4biz. 

The Role 

We are seeking someone to help provide general administrative support to our team. Much of the 

role will be to act as executive assistant to the CEO and other members of the team, managing 

diaries and setting up meetings, with the remainder of the role being to help out on other projects 

and operations. 

The role will be flexible and the specific tasks will vary according to the team’s projects but will 

include:  

 Setting up meetings often with multiple attendees from different organisations including  

liaising with senior people or their executive assistants  

 Managing the diaries of the CEO and other members of the team  

 Setting up our team meetings including compiling the agendas, keeping and circulating notes 

of the actions agreed and following up as appropriate 

 Providing project management and other assistance to the team for our external meetings 

and events  

 Research and compiling briefings to help us prepare for meetings 

 Other research to support specific projects or events 

 Supporting the COO with some aspects of managing the charity  

 Other one-off tasks including supporting specific projects or workstreams 

We are small team of 5 and regularly meet to discuss and agree our priorities and you will be part of 

these discussions. We want you to learn and develop during your time with us, and there will be 

opportunities to attend meetings and gain an understanding of different areas of our work.  

About you 

You will have an affinity with our ethos and approach, care about the role of business in society and 

have an avid interest in purpose led business. 

http://www.blueprintforbusiness.org/
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You will have high emotional intelligence, a pleasant and professional manner and be comfortable 

corresponding with senior people or their executive assistants. 

You will patient, calm and polite in situations when meetings need to be rearranged due to the 

demands on the time of the sometimes very senior people. 

You will have excellent verbal and written communication skills, be extremely well organised and 

efficient. 

You will be comfortable working independently with little supervision, but at the same time be 

aware of when you need to seek guidance or support.  

You will have a ‘team player’ mentality and a willingness to get involved in a variety of different 

tasks. 

You will be competent in Microsoft Office, including Excel and PowerPoint. 

Location 

The team are all currently working remotely from home. Whilst our offices are currently based in 

central London, the way we will operate post Covid is under review. We are open to the role being 

fully flexible going forward, but you will be required to attend team meetings in London once Covid 

restrictions are lifted.  

Terms  

Hours This will initially be a part time role (hours equivalent to 3 days a week but spread 
across a minimum of 4 days, including a Monday) and the contract will be for 6 month. 
The hours and contract length will be reviewed following completion of the probation 
period and subject to us raising sufficient funding  
 

Salary: £24,000 - £27,000 pa pro rata (depending on experience) 
  

To apply 

We are committed to providing equal opportunities for everyone, regardless of their background. 

We believe this is crucial to ensuring the legitimacy and effectiveness of our work. We acknowledge 

that people from a number of communities are underrepresented in our team and in the wider 

movement, and we’re committed to doing what we can to address this. If you believe you would 

bring greater diversity to our team, we are keen to hear from you.  

We will be using a blind recruitment process. To apply, please send us a copy of your CV with your 

name, gender, age and the names of schools or universities removed from it. In addition to your CV, 

please include a short cover note with a paragraph or two about why you would like this role. 

Email applications and any questions to: jeanette@blueprintforbusiness.org  

Deadline for applications: 4 December 2020 

Interviews:   w/c 14 December (via zoom) 

Start date: January 2021  
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