
 

Academic Programmes Coordinator 
     
About us  
 
At least half a million children in England don’t have a safe or stable home. These children and 
their families face some of the worst life chances, but we know that great social work has the 
power to change this. That’s why Frontline was set up as a social work charity in 2013. We 
recruit and develop outstanding individuals to be social workers and leaders to transform the 
lives of the most vulnerable children and families. We also develop first line managers through 
Firstline, our leadership programme for those directly managing practitioners. The Frontline 
Fellowship is a movement of outstanding individuals who are applying themselves to address 
social disadvantage in different ways, and who have completed one of our programmes. 
 
We are striving to achieve a culture of freedom and responsibility, an organisation with less 
bureaucracy, increasingly talented people, fewer rules, more autonomy, crystal clear 
expectations, lots of constructive feedback, deeply responsible colleagues. But to become this 
outstanding organisation, we need to both let go of control and expect much more of one 
another. If we can manage this feat, you will be surrounded by a team who can solve problems, 
speak with candour, communicate expectations and give one another the space and support to 
achieve fantastic results for children and families.  

Commitment to diversity and inclusion 
 
To achieve our mission, we need a diverse workforce. Our employees come from a range of 
backgrounds and with various expertise. Although not formally required, Frontline completes 
gender pay analysis, which demonstrates our commitment to our employees and highlights that 
our approach to pay and reward is fair irrespective of gender. 
 
We are committed to taking an inclusive approach to recruitment. We use a system called Applied 
for all of our recruitment, which takes out bias in the selection process by anonymising 
applications. We ask for a CV but will only use it at the interview stage and not to shortlist. We 
promote diversity and inclusion at Frontline through our diversity and inclusion working group 
and by providing unconscious bias training to all employees. We are proud to have won the Pink 
News Third Sector Equality Award 2019.  
 
To support wellbeing, we encourage flexible working. All employees work around core hours 
between 10.00am – 4.30pm, giving you flexibility in your schedule. We also encourage working 
from home at least one day a week. Our employee-led wellbeing action group helps drive 
initiatives across the organisation to support employee wellbeing, such as employees delivering 
sessions on goal-setting, financial wellbeing and body positivity. The group were shortlisted for 
the ENEI Wellbeing Diversity Award 2019.  
 
The stakeholders we work with have a range of different backgrounds and experiences and we 
are committed to having a diverse team who can bring their experiences from work and home 
into this role. Therefore, we actively encourage those who identify as having a disability, hold a 
religious belief, identify as LGBT and/or BAME individuals to apply for this role. 
 
Application 
 
Follow this link to apply for this position. Applications should be received no later than 9am on 
Monday 27 January 2020. First round interviews will be held on Monday 3 February 2020. If 
you have any questions about this role then please contact Francesca Waters, Programme 
Manager on Francesca.Waters@thefrontline.org.uk 
 
 
 
 
 
 

https://thefrontline.org.uk/our-programmes/frontline-programme/
https://thefrontline.org.uk/our-programmes/firstline-programme/
https://thefrontline.org.uk/thefellowship/
https://thefrontline.org.uk/wp-content/uploads/2019/04/Freedom-and-responsibility-v3-website.pdf
https://thefrontline.org.uk/wp-content/uploads/2018/08/Gender-Pay-Analysis-Website.pdf
https://www.beapplied.com/
https://www.pinknews.co.uk/2019/07/11/pinknews-awards-2019-third-sector-equality-award-nominees-revealed/
https://www.pinknews.co.uk/2019/07/11/pinknews-awards-2019-third-sector-equality-award-nominees-revealed/
https://www.enei.org.uk/media/2450/enei-awards-brochure-2019.pdf
https://app.beapplied.com/apply/txex6ku8ds
mailto:Francesca.Waters@thefrontline.org.uk


 

Academic Programmes Coordinator 
 
Reports to:  Academic Registrar 
Start date: ASAP 
Location:  London 
Contract:                    Full time 
Salary:   £25,000 plus competitive pension 
Closing date:  9am on Monday 27 January 2020 
 
The Programme Management team works to ensure a first class participant experience of, and 
interaction with, the administrative elements of the Frontline programme. The team supports the 
teaching team and participants to maximise their learning experience, and works closely with a 
range of other teams across the organisation to champion and provide excellent support to 
participants.  
 
The Academic Programmes Coordinator will work as part of this team and will be required to be 
flexible and adaptable to respond to diverse requirements throughout the academic year. The 
post holder will be required to maintain a high standard of customer service throughout, 
particularly at peak periods, in order to help facilitate the exceptional Participant experience the 
team contributes to. They will be required to develop effective working relationships with a variety 
of teams and departments across the organisation and partner providers.  
 
We are looking for someone who is active and committed to the values of Frontline, has a ‘can 
do’ attitude; is highly numerate and organised, with excellent attention to detail.  Experience of 
working within a higher education environment is desirable. 
 

Summary of Responsibilities 

Communications and relationships 

• Act as first point of contact for all academic administrative queries from various 
stakeholders, working closely with regional teams to ensure that participants are fully 
supported.  

• Build strong working relationships within Frontline and with key departments within the 
accrediting HEI, including HR, ICT, Student Records and Admissions, in order to enable 
efficient resolution of queries. 

• To compose routine correspondence using own initiative to determine the most 
appropriate format depending upon the subject content, intended audience etc.  

• Maintain confidentiality at all times, making daily decisions on levels and access of 
knowledge sharing for internal and external customers 

 
Assessment and data management 
 

• Provide support to the Academic Registrar for all academic functions, including the 
recording of all assessments, preparation for exam boards pertaining to Year 1 and 2 of 
the Programme.  

• Proactively ensure that all academic records (paper and electronic) are filed correctly 
and maintained in line with the accrediting HEI’s quality assurance guidelines, including 
maintaining participant records and inputting these into the HEI’s Student Records 
System. 

• Take a lead role in ensuring the data transfer relating to admissions between Frontline 
and the accrediting HEI is conducted in a timely and efficient manner 

• Manage the archive of key documents required under the University Retention 
Schedule, and other documents needed for inspections or audit, monitoring updates 
systematically of any changes, adhering GDPR requirements at all times. 

 
 
 
 



 

Other responsibilities 
 

• To clerk meetings as required, including booking venues, circulating agenda and papers, 
taking minutes and arranging catering. 

• Raising Purchase Order numbers for external staff who mark/invigilate for the 
Programme. 

• Keep up to date with any changes in the HEI’s policies, systems and processes, as well 
as any other academic-related guidelines which may be relevant to Frontline. 

• Develop and share examples of good practice with other team members and represent 
the team as appropriate on cross-team functions  

• Take initiative to enable a smooth service for all team members, foreseeing any issues 
and pro-actively making arrangements to adjust to these without constant supervision  

  



 

Person Specification 
Values and alignment  
 

• Prepared to work in line with our values of being brave, showing respect, pioneering, 
keeping curious and always keeping in mind that what matters most is what works. You 
should be able to role model these values in all that you do and expect these of 
colleagues you work with. 

• Committed to creating a culture of freedom and responsibility  

• A willingness and ability to be fully aligned to, and be an advocate for, Frontline’s 
purpose and theory of change across all areas of work including a: 
- focus on having the highest standards for recruiting top talent into social work 
- approach to our Fellows (alumni) that celebrates, encourages and recognises 
individuals who are improving safety and stability for children whether they remain 
in social work or work outside of the profession 
- and a commitment that every child should have a safe and stable home and that this 
is best supported by social workers who work alongside families 

Experience. knowledge and skills 
 

• Experience of working within a Higher Education (or similar) environment, in a similar 
capacity, with an understanding of academic regulations is desirable 

• Strong IT skills – Essential: Intermediate competencies in Word, Excel, Outlook 
• Experience of using electronic systems/databases. Training will be provided on our 

systems. 
• Administrative experience including electronic and paper-based record keeping, clerking 

meetings 
• Experience of supporting a team and/or high-level staff member(s) within a busy work 

environment, managing multiple tasks simultaneously   
 
Requirements 

 
• Right to work in the UK 
• Interest in, and commitment to the Frontline programme, mission and values 
• This post is subject to a police check of previous criminal convictions with the Disclosure 

and Barring Service (DBS)   

 

https://thefrontline.org.uk/the-charity/#values
https://thefrontline.org.uk/wp-content/uploads/2019/04/Freedom-and-responsibility-v3-website.pdf

