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School Partnerships and Teaching and Learning Coordinator 

Start Date: ASAP 

Salary: £28,544 (plus £2,000 London weighting for those living in London and within the 

M25). 

Contract Type: Full Time / Permanent 

 

About the role 

This role will provide cross team support to both the School Partnerships and the Teaching and 

Learning functions of the charity. Within the School Partnerships team, they will play a key role in 

supporting effective engagement of school and MAT partners by ensuring the smooth running of 

both day-to-day operations and longer-term projects. This element of the role is central to 

developing and maintaining relationships with schools and MATs, while also managing essential 

administrative processes, communications, reporting and systems. Within the Teaching and 

Learning function, they will support the delivery of the training, curriculum design and quality 

assurance of tutors working across The Brilliant Club’s Access Programmes and Projects. The role 

leads on several administrative processes, including course design, tutor training and programme 

team liaison, engaging with stakeholders both internally and externally to ensure that tutors and 

curriculum documents are of the highest quality when they arrive in schools. It’s a varied and 

dynamic position that helps keep our teams connected, organised and working efficiently.  

 

About you 
The role will best suit someone who: 

• Has excellent organisational skills, including the ability to balance complex and competing 

needs; 

• Is a collaborative and strong team player, including supporting those in other teams during 

peak periods; 

• Has a good working knowledge of Microsoft Office, is enthusiastic about working with data 

and records, and can produce high quality documents with excellent attention to detail; 

• Takes initiative to complete and improve administrative processes; 

• Adheres to information security policies included in the charity’s ISO 27001 manual and 

completes information security training; 

• Has a demonstrable passion for furthering The Brilliant Club’s mission. 

 

 

 

 

 

 

 

 

 

 



 
About The Brilliant Club 

In the UK today, being brilliant and working hard is not enough. Where you are born and your 

family income are still the strongest predictors of the career you will have, how much you will earn 

and your future health and happiness.  

Attending a leading university is the most effective way of opening up opportunity, but it is a route 

too often out of reach.  

This is fundamentally unfair to young people and detrimental to society as a whole.  

Now is the time to start backing brilliance. Our vision is of a society where every child has a fair 

chance to unlock their brilliance, regardless of where or how they grow up, and where positions of 

influence are open to everyone, not just the most advantaged. 

We support young people to access and thrive at leading universities by working with schools, 

parents and the broader education sector. Between 2026-29, we are focused on three key goals: 

- Supporting 55,000 students to develop university learning skills through The Scholars 

Programme, boosting GCSE attainment and university access where social mobility is at its 

lowest. 

- Growing our work with parents and carers through Parent Power, to enable 8,000 parents 

to become partners in their child’s education and leaders of educational change in their 

communities. 

- Bringing the voices of young people and parents into policy discussions, and shaping 

systemic change through our research, evaluation and place focused partnerships. 

 

Working for us 

• Hours: 37.5 hours per week Monday to Friday, flexible working with 10am – 3pm core hours, 

some evenings and weekends required. 

• Benefits include: 36 days’ holiday (inclusive of bank holidays) increasing by 1 day per year 

up to a maximum of 41 days, employer contribution to pension, interest-free season ticket 

loan, five professional development day allowance, BUPA health cover cash plan. 

• We’re happy to talk flexible working. We have offices in Leeds and London. 

https://thebrilliantclub.org/the-scholars-programme/
https://thebrilliantclub.org/the-scholars-programme/
https://thebrilliantclub.org/parents/parent-power/
https://thebrilliantclub.org/brilliant-consulting/
https://thebrilliantclub.org/careers/staff-benefits/


• After your first month in this role, we expect you to be connecting face-to-face with 

colleagues on at least one day per week. In your first month, we’ll ask you to be in offices a 

little more regularly than this to make sure you’re getting to know your key colleagues and 

feeling connected to the organisation. 

 

Our values 

The Brilliant Club has three core values that underpin how we work. We look for people who share 

these values:  

• We get to a solution 

• We seek and act on the best data available 

• We understand that little things go a long way 

 

Diversity at The Brilliant Club 

We mobilise the PhD community to support students who are less advantaged to access the most 

competitive universities and succeed when they get there. We think it is important that our charity 

reflects the lived experience of the communities we work with, and we want to be an 

organisation where employees from any background can thrive. We particularly welcome 

applications from disabled, Black, Asian, and Minority Ethnic, Lesbian, Gay, Bi, Trans, Non-binary 

(LGBTQ+) candidates, and candidates from low-income families. 

 

 “I am the Equality, Diversity and Inclusion Staff Engagement Lead at The 

Brilliant Club. My role is to help make the charity an inclusive working 

environment for all of our colleagues.  I work with our amazing Staff Networks 

and colleagues in HR to ensure everyone at the charity has a sense of 

belonging.” 

      

Emily - Equality, Diversity and Inclusion Staff Engagement Lead 

 

“As the first in my family to go to university and having worked as a teacher in a   

state school, I applied to join The Brilliant Club with a real passion for the 

charity’s mission. I am grateful every day that I work at a charity that is 

supportive of both professional development and flexible working, as well as      

being full of kind and passionate colleagues.”  

   Leanne, Chief Operating Officer 

 

Safeguarding 

The Brilliant Club is committed to proactively safeguarding children, beneficiaries and staff and to 

taking reasonable steps to protect all those who come into contact with the charity from harm. 

The safety and welfare of everyone affected by the charity’s activities, especially children, is a key 

governance priority.  

 

As part of our recruitment and selection process and commitment to safeguarding, we will 

undertake a Disclosure and Barring Service (DBS) check of all individuals in this role. Any offer of 

employment will be subject to a satisfactory disclosure report. 

 

https://thebrilliantclub.org/equality-diversity-and-inclusion/
https://thebrilliantclub.org/careers/working-at-the-brilliant-club/


 
 

Responsibilities 
The following areas of responsibility are the core of the role. However, the role is flexible and will 

vary according to the needs of the team, and the background and experience of the successful 

applicant.  

School Partnerships 

• Manage the School Partnerships inbox, answering basic queries and passing onto relevant 

team members. 

• Manage the processing of sales and enquiries. 

• Lead on developing and maintaining processes for sign up forms and agreements. 

• Support School Partnerships Team with Tech processes, including ensuring accurate record 

keeping of sales and enquiries on The Brilliant Club’s CRM software.  

• Keep up to date contact and organisation records for schools and networks, and set these 

systems up at the beginning of each sales year. 

• Support management of school invoicing and annual financial audit. 

• Support School Partnerships and Programme teams with processes related to engaging new, 

renewing and returning schools to ensure that we are maximising our school engagement 

each year. 

• Support the Director and Manager with tracking and reporting numbers for Weekly Sales 

Update. 

 

 

School and MAT Engagement  

• Create termly and annual impact reports for partners, such as schools and MATs. 

• Support our growth strategy by researching schools and MATs, producing internal briefings, 

mapping key contacts and contributing to other school and MAT related administrative 

tasks as required. 



• Monitor MAT-related placements, seeking input from internal stakeholders and escalating 

issues early to ensure positive solutions are reached. 

• Manage newsletter mailing lists, content and permissions (working with the Tech team to 

update and improve systems, update lists regularly, segment audiences where required). 

• Source and create a range of promotional materials for marketing use, including creating 

anonymised impact reports and other bespoke materials for MATs and school networks. 

• Support School Partnerships and the External Affairs team to develop a bank of school and 

MAT case studies. 

• Together with the External Affairs team, plan and maintain an engaging social media 

presence for schools and MATs. 

• Support with the planning, coordination and delivery of online and in-person events. 

 

Teaching and Learning 

• Support the Teaching and Learning team to ensure all the strategic priorities are delivered 

effectively across Access Programmes and Projects.   

• Lead on the administration of processes relating to tutor training, course design and 

moderation. This will include leading on the management of internal tracking systems and 

communication with tutors nationally.   

• Manage the external printing process of handbooks for Access Programmes and Projects. This 

will include liaising with a range of stakeholders and implementing and improving the relevant 

processes to support with this work. 

• Lead on monitoring and responding to enquires from tutors about training logistics. 

• Support the Teaching and Learning team with the planning and delivery of training events, 

including upskilling the wider delivery team. This will involve leading on the event planning 

logistics. 

• Support the Teaching and Learning team to continually evaluate feedback about Teaching 

and Learning activities including feedback on tutor training and providing suggestions for 

improvements to processes.   

• Lead, with support of others, on creating and updating documents and correspondence for 

tutors that provide information about Teaching and Learning activities such as course design, 

training events and moderation.   

 

General Administrative Support 

• Schedule team meetings, catch ups, away days. 

• Support with compiling agendas, taking actions and summary notes at team meetings. 

• Support organisation of resources on SharePoint and Teams for use across teams. 

• As required, support School Partnerships and the Teaching and Learning teams in all 

aspects of general admin, which may include scheduling meetings, calendar support, 

tracking actions, and supporting with wider admin tasks. 

• As required, support the wider Brilliant Club team on all aspects of general admin and 

office management. 

• Across the charity we all pitch in to help different teams and areas of work. This may mean 

you attend and support with the delivery of other teams’ activities and events. From time to 

time, you may also work with another team for a fixed period of time, or collaborate on a 

project to ensure we deliver for the young people we serve. We think this is a good way to 

gain experiences in different areas of the organisation and enhance your professional skills. 

 

 

 



Person specification 
Time and Resource Management: 

• Excellent organisational skills, with an ability to prioritise and manage time effectively. 

• Ability to balance complex and competing needs while working across two teams. 

• Ability to identify opportunities to save time/resources. 

 

External Stakeholder Knowledge and Management: 

• Comfortable handling external and internal enquiries, including connecting them with the 

right person. 

• Good understanding of the main stakeholders of The Brilliant Club, and how to maintain 

positive partnerships with them. 

 

Communication: 

• Writes and speaks clearly, coherently, and accurately, and can adapt communication 

appropriately to suit different audiences. 

• Adheres to rules and policies for confidentiality, safeguarding, data protection and 

information security. 

 

Initiative and Problem-solving: 

• Quickly identifies and communicates problems, suggesting possible solutions. 

• Effectively uses systems and structures to solve problems in a timely manner. 

• Spots inefficiencies in systems, implements improvements and evaluates processes. 

• Actively looks for ways to help others, seeking advice and permission as required. 

 

Developing Self and Others: 

• Self-reflective and committed to own professional development. 

 

Role Specific Knowledge and Skills 

• Essential – Good working knowledge of Microsoft Office, excellent attention to detail and 

ability to produce high quality documents. 

• Essential – Confident, enthusiastic and accurate use of CRM systems, including data 

cleansing, reporting and preparing data for team use and to present to other teams. 

• Essential – Ability to deal with sensitive issues and to demonstrate strict confidentiality.  

• Essential – Adhere to information security policies included in the charity’s ISO 27001 

manual and complete information security training. 

Role specific Experience and Qualifications 

• Desirable – Two years’ work experience or undergraduate degree. 

• Desirable – Previous work experience in a professional environment. 

• Desirable – Previous experience of working with young people, in schools or universities. 

 

What comes next 
To apply: Please submit your application by clicking here. As part of your application, you will be 

asked to submit your CV and complete the answers to some application questions.  

AI Guidance for Candidates 

Deadline: 9am on Monday 14 September 

Interviews: First Round Interviews – Monday 21 September, Second Round Interviews – Monday 28 

September  

For more information: Visit our website or email recruitment@thebrilliantclub.org. 

 

https://app.beapplied.com/apply/jdd94lf1wh
https://thebrilliantclub.org/wp-content/uploads/2026/04/AI-Guidance-for-Candidates.pdf
https://thebrilliantclub.org/careers/
mailto:recruitment@thebrilliantclub.org


 


