


JOB PACK:		Partnerships, Impact & Communications Assistant

Responsible to:	Head of Partnerships and Impact 
 [dotted line - Communications Manager]

Contract:		Fixed term 24 months

Salary: 		£26,000-31,000,000 p.a. 

Closing Date: 	12:00 Noon on Monday 17th August 2026

Interviews: 		On Zoom, Wednesday 2nd September 2026
			
Summary:	The Partnerships, Impact & Communications Assistant is a newly created role. You that will play a proactive part in administering and maintaining key stakeholder relationships; gathering data and narratives that demonstrate our impact; with opportunities to learn about delivery and evaluation. Working with our Communications Manager, you will help bring to life the breadth and value of engagement with Clore Leadership through creating / sharing clear and compelling communications across a range of channels. 

This is a hands-on supportive role for someone who is interested in furthering your experience of arts and cultural administration and communications, and is excited by the opportunity to work dynamically across a range of activities. You will be well organised, open to learning, have excellent administrative skills and acumen and enjoy working as part of a busy and inclusive team. 

About Clore Leadership 

Clore Leadership is a dynamic and inclusive resource for leaders and aspiring leaders in the arts, culture, and creative sectors. We aim to inspire and equip leaders to have a positive impact on society through great leadership of culture. Established since 2003, this pioneering programme is the first of its kind in the UK, designed to develop and strengthen leadership across the cultural and creative industries. Clore Leadership provides a robust and nurturing foundation for leadership, enabling leaders at every stage of their career to enhance their leadership skills, competencies, and performance. See www.cloreleadership.org for further information.


Key Responsibilities  
Include, but are not limited to:

Partnerships & Impact
· Effective administrative support for a range of partnerships, projects and activities.
· Support the liaison with external stakeholders, speakers and contributors, responding to queries and requests.
· Logistical support for face-to-face and online events, conferences, masterclasses and other learning activities, including preparation of materials, schedules, guest lists, travel bookings and on-event support; having due regard to Health and Safety, access, and other legal requirements
· Administrative support for fundraising including research and due diligence inquiries for trusts, foundations, corporate partner and donor 
· Administer donations and incoming gifts, maintaining accurate records, communication and reporting.
· Support priority engagement strategies, evaluations and stakeholder liaison.
· Support the monitoring and reporting of environmental sustainability objectives and outcomes.
· Assist with maintaining accurate and up-to-date records of alumni, key stakeholders and all general contacts on Civi-CRM, the Customer Relationship Management database; ensuring compliance with General Data Protection (GDPR) legislation.
· Support robust data capture and analysis to underpin effective systems for tracking Key Performance Indicators, monitoring and evaluation for all Clore Leadership activities.

Communications 
· Marketing and communications support to the Communications Manager, assisting on writing, editing, and distributing content
· Creating and uploading content to the Clore Leadership websites and social media channels
· Drafting content for newsletters, social media, reports and other material that communicates Clore Leadership’s activities and resources, 
· Supporting planning, scheduling and ensuring effective distribution of materials
· Maintaining records of media/communications coverage; collating analytics and metrics and supporting organisational storytelling and impact communications

General
· Maintaining and updating administrative, communication and filing systems.
· Being a primary point of contact for incoming enquiries relating to partnerships, impact and communications.
· Supporting the management of Clore Leadership's shared mailboxes.
· Administrative and diary management support for the Head of Programmes and Communications Manager.
· Responsibility for managing equipment / resources, monitoring and refreshing stock levels and arranging transportation to and from our face-to-face events.
· Working as part of the Clore Leadership team to develop and promote an inclusive and equitable culture and working practices across our organisation and to support the safeguarding of all involved in our programmes. 
· Supporting the advocacy of Clore Leadership across a range of stakeholders.
· Working in a flexible, cooperative way to contribute to the general administration of Clore Leadership, supporting colleagues where necessary and being prepared to take on any other administrative duties that may be reasonably required.

In line with our Safeguarding Policy this role is subject to a basic level Disclosure & Barring Service (DBS) check.


Person Specification

The person specification explains the skills and experience needed for the Partnerships, Impact & Communications role: 

	Essential

	· Excellent organisational and administrative and communication skills 
· The ability to think creatively, take initiative and generate ideas. 
· High standard of accuracy and attention to detail
· Proactive approach to solution finding 
· Ability to manage priorities and meet deadlines
· Good communication skills and the ability to relate to a variety of stakeholders
· Understanding /experience of marketing, including on social media
· Proven ability to manage multiple priorities and stakeholders, and to meet deadlines
· Customer service centred and systems-based approach to administration. 
· Positive and empowering approach to equality, diversity and inclusion
· Supportive approach to working with others, as part of a busy and collaborative team 
· Computer literate to a high degree with proficiency in MS Office
· Interest in arts & culture in the UK

· In line with our Safeguarding Policy this role is subject to a basic level Disclosure & Barring Service (DBS) check


	Desirable

	· Experience in WordPress or similar website content management tools and systems
· Experience of working with cloud-based CRM systems such as CiviCRM 
· Strong events / project management experience and acumen
· Knowledge and experience of working in the cultural sector in the UK
· Ability to work on one’s own initiative
· Experience in conference event management/planning
· Experience of administrating learning focused projects or programmes.





Outline Terms & Conditions

Salary: 		£26,000 - £31,000 gross p.a. (dependent on experience)

Hours: 		35 hours per week, excluding 1 hour for lunch each day. Usual office hours are Monday – Friday, 9.30 am to 5.30 pm. Flexible working requests can be considered. Occasional evening or weekend work related to events may be required and we operate a Time Off In Lieu policy.   

Place of work: 	The Clore Leadership Office is Hat House, 32 Guildford Street, Luton, LU1 2NR, the Clore Leadership office is on the first floor and can be accessed via a lift. Clore Leadership also works from Somerset House Exchange, London WC2R 1LA and we are happy to discuss hybrid working proposals. 

Annual Leave: 	25 days pro rota holiday per annum, as well as statutory holidays.

Pension: 		Employer contribution equivalent to 9% of salary.  

Staff Benefits:	Cycle purchase loan scheme
Employee Assistance Programme (available through Somerset House & includes mental health & wellbeing support).

Training/ CPD:	Individual and team wide training and support on the job is provided. 

Clore Leadership is an equal opportunities employer, and we particularly welcome applications from D/deaf, disabled and neurodivergent and/ or Global Majority and other underrepresented groups. We will consider applications for job-shares as well as flexible and home working requests. We will interview D/deaf or disabled candidates who meet the essential criteria for this role and who are applying for the first time.


How to apply

Please send a covering letter (not more than 2 pages) explaining why you are applying for the job and how you believe you would be a suitable candidate for this post, together with a CV (no more than 3 pages) with names and contact details of two people who would be able to provide a reference on your suitability for the post, if required after interview. We ask all candidates to complete the online Equal Opportunities monitoring form on our website, this information is used to review who applies for roles with us. 

If you would like an informal conversation about the role and how it might work for you please email Katherine Osborn, Head of Programmes Katherine.osborn@cloreleadership.org 

Your application should be emailed to directorsoffice@cloreleadership.org. Please include ‘Partnerships, Impact and Communications’ in the subject by box.

Deadline for receipt of applications: 12:00 Noon on Monday 17th August 2026

Interviews will be held on Zoom on Wednesday 2nd September 2026
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