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Dear Applicant, 

 

Thank you for taking the time to consider this job opportunity. 

 

The Work of the Windsor Fellowship 
 
The Windsor Fellowship is an educational charity that works with Black and Asian 

and under-represented  communities.  The Windsor Fellowship was established in 

1986. 

   

The Windsor Fellowship designs and delivers innovative personal development and 

leadership programmes, which enable talent from diverse communities to be 

realised. We achieve this by partnering with leading organisation from the private 

and public sectors as well as developing relations with schools, universities and 

community groups throughout the UK. We have trained and supported over 18,000 

young people to successfully navigate key milestones along their journey to 

education, employment, training goals to become confident, active role model 

citizens.  

 
Our Mission is to enrich the educational journey of the UK’s diverse student 
population by: 
 

• Improving Educational Attainment 
 
• Developing Active Citizenship 
 
• Career Focused Employment 

 

We can offer an excellent opportunity to work with Windsor Fellowship on the 

programme delivery side of our business: 

 

Benefits of working at the Windsor Fellowship:  

In addition to joining a charity with a mission, a fun and committed team, Windsor 
Fellowship offers competitive staff benefits including:  
 
 Salary of £24-26,000 per annum, pro-rata 

 Group Pension Plan, combined minimum of 8% contribution  

 Life Assurance 

 A flexible working environment 

 20 days’ annual leave plus all public holidays (pro rata).  Additionally, Windsor 

Fellowship has an organisational shutdown between Christmas and the New Year. 
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1. JOB DESCRIPTION 

 

I.  Job Title:                Programmes Co-ordinator    

 Responsible to:      Programmes Manager  

 Responsible for:    

 Co-ordinating Fellows (beneficiaries) and service delivery staff to ensure the effective running of 

Windsor Fellowship (WF) programmes   

 Co-ordinating Windsor Fellowship initiatives, including the Mentoring Programme, Assessor 

recruitment, Induction and Programme Recruitment 

 Providing administrative and logistical support across Windsor Fellowship activities   

 Providing effective and efficient record keeping and maintenance of all necessary systems  

 Delivering effective client relationship, beneficiary and stakeholder engagement  

II.  About Us 

We have an exciting role within this progressive and innovative race equality and educational 

charity.  Founded in the aftermath of the 1981 riots, Windsor Fellowship has supported the 

educational attainment, active citizenship and employability of over 18,000 people.  Our partners 

include some of the nation’s leading organisations, including the House of Commons, Heritage 

Fund, Welsh Government, UCL, Fieldfisher and Hummer Tuttle Foundation.  

About You 

You will be a strong team player who can work with a range of partners and can manage a complex 

and changing workload. You will co-ordinate the delivery of a range of Windsor Fellowship 

Programmes and activities ensuring that they are delivered in accordance with contractual 

obligations and Windsor Fellowship’s five tenets:  

Excellence, Diversity, Community, Leadership and Integrity.   

III.  KEY TASKS: 
1. Programmes Coordinator 

 Organising delivery of Windsor Fellowship programmes ensuring we meet the aims, objectives 
and learning outcomes of each programme 

 Organising appropriate contractual arrangements for facilitators engaged to work on Windsor 
Fellowship programmes and ensuring that those working with young people (under-18) are DBS 
checked prior to being engaged by Windsor Fellowship 

 Planning and organising appropriate training venues being cognisant of Windsor Fellowship 
responsibilities to ensure access for disabled clients/customers 

 Ensuring programme workshop/seminars and evaluations are designed and completed 

 Ensuring that processes and procedures are in place for the effective management and delivery 
of customer/client support 

 Ensuring collation of all evaluations/client reports/reviews are obtained and recorded for the 
purposes of compiling our Annual Impact Reports 

 Ensuring that processes and procedures are in place for tracking progression of Fellows.  

 Ensuring that accurate and updated records of clients/customers are compiled and maintained 

 Reporting regularly on the progress of programmes and partner engagement.  

2. Communication 
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 Be effective in communicating verbally and in written form to a range of different 
audiences.   

 Work effectively with the delivery team on all areas of activity   

 Actively participate in Windsor Fellowship development planning, with colleagues, through 
team reviews, training, management team meetings, and business planning days. 

3. Budgets and Finance 
 In collaboration with the delivery team, ensure effective monitoring and control of all 

aspects of programme budget spend 

 To manage costs/expenditure of the projects within agreed budgets working closely with 
the delivery team 

4. Corporate Policies, Work Ethic and Representing the Organisation 
 To share the stated values and ethos of the Windsor Fellowship 

 To adhere to Windsor Fellowship staff policies, procedures and code of conduct 

 To comply with the organisational commitment to equality, diversity and inclusion and data 
protection regulations 

 To establish and review systems that ensure that external correspondence meets the 
professional standard required by the Windsor Fellowship 

 To carry out the duties of the post internally and externally in a professional, courteous and 
considerate manner 

 To represent the Windsor Fellowship effectively to all stakeholders 

5. Additional Duties 
 To support members of the Windsor Fellowship staff, as and when necessary and 

appropriate 

 To work outside contractual office hours as and when work requires.  Time off in lieu is not 
offered, therefore the working week should be scheduled and planned accordingly.  

Achieving results and key performance indicators 

The effectiveness of the post holder’s performance will be assessed against the delivery of the 
following key accountabilities: 

Programmes Delivery 
 Programmes and activities are delivered in accordance with contractual agreements 

 Ensuring effective client support including obtaining and providing feedback, maintaining up 

to date accurate records and programme evaluations 

 Ensuring appropriate allocation of programme facilitators/trainers and student helpers and 
guides. 
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IV.  TERMS AND CONDITIONS OF EMPLOYMENT 
Hours:                           0.6 FTE/3 days per week  

Salary:                         £24-26k per annum plus pension contribution and life assurance 

Tenure:                        One-year fixed term contract with the possibility of extension 

Holiday Entitlement:      20 days’ plus bank holidays pro rata 

Location:                    Windsor Fellowship staff are currently working from home.  This is subject    

to review depending on government advice, staff wellbeing and our 

commitments to flexible working.  

V. PERSON SPECIFICATION 

 Qualification
s 

 To be educated to a minimum of degree level or equivalent 

 A willingness to undertake further training 

E 
 
E 

 Skills and 
Attributes 

 To have a positive demeanour and a professional attitude to all 
stakeholders 

 To have a high level of literacy and numeracy skills to enable the 
production of clear and precise written material 

 To have a high level of communication skills, being able to 
communicate with external bodies   

 Track record of organising, prioritising and scheduling workflow 
and projects.   

 To have at least two years’ project management experience with 
proven organisational skills 

 To have the ability to project manage with proven organisational 
and planning skills 

 To have an ability to effectively multi-task and keep a calm 
disposition 

 To have excellent all-round interpersonal skills 

 To have an awareness of areas for personal development and a 
willingness to develop those of others  

 To demonstrate knowledge of working with undergraduates and 
diverse communities  

E 
 
 
E 
 
 
E 
 
 
E 
 
E 
 
 
E 
 
 
E 
 
 
E 
 
E 
 
 
E 

 Knowledge 
and 
Experience 

 To have a minimum of two years’ experience of organising and 
co-ordinating activities for training programmes 

 To have experience of working within a budget 

 To work effectively both individually and as part of a team 

 To understand educational institutions, policies and structures 

 To understand undergraduate and graduate recruitment 
processes  

 To have a working knowledge of Microsoft packages and a 
willingness and ability to develop information technology skills 

D 
 
 
D 
 
E  
 
E 
 
E 
 
E 
 
 
E 
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D - Desirable 

E - Essential 

 

This job description is not definitive or restrictive and will be subject to 

periodic review  

 
 

How to apply  
 

1. Send your CV and covering letter to Karlene Mahoney:  
 

E: MahoneyK@Windsor-Fellowship.org  
 

 
Your covering letter should explain how your skills and experience relate to the Job 
Description/Personal Specification, also explain why you would like to work for the 
Windsor Fellowship.  
 
Your application should also include the names and contact details of two referees, 
indicating if they can be contacted before or after offer.  
 

2. Other Forms to be completed and/or submitted, see the following: 
 

 The Right to Work in the UK  Page 7 

 Equal Opportunities  Page 9    

 
Closing date for applications – Friday 11th December 2020, 12noon 
 
Interviews (virtual) – Thursday 17th and Friday 18th December 2020 
 

Note your application will be incomplete and not considered if you do not 
submit the following documentation: 
 

1. CV 
2. Cover Letter 
3. Equal Opportunity Monitoring Form (to be completed on-line –see 

below) 
4. Proof of Entitlement/Right to work in the UK (a copy to be sent to WF 

in advance and verified at virtual interview) 
 

 

 To value equality and diversity for all protected groups covered by 
the Equality Act 2010 and be committed to social inclusion  

VI. Rehabilitatio
n of 
Offenders 
Act 
 

 The post is exempt from the Rehabilitation of Offenders Act by 
virtue of the (Exceptions) order because it involves access to 
persons who are vulnerable, disabled, or addicted to drugs or 
alcohol or under 18 or over 65. You will be asked to reveal details 
of all convictions, spent or otherwise. 

E 

mailto:MahoneyK@Windsor-Fellowship.org
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The Right to Work in the UK 
 

Prior to attending an interview we will ask that you scan or photograph and email a 
copy of the original(s) of the document(s) detailed in one section only of either list A 
or B on the below ‘Proof of Entitlement to Work’.  
 
When attending the virtual interview, you will again be asked to show us the original 
document that you have previously provided by email. 
 

Proof of Entitlement to Work 
 
Lists of acceptable documents for right to work checks 
 
List A - Acceptable documents to establish a continuous statutory excuse. 
 
1. A passport showing the holder, or a person named in the passport as the child of 

the holder, is a British citizen or a citizen of the UK and Colonies having the right 
of abode in the UK. 

 
2. A passport or national identity card showing the holder, or a person named in the 

passport as the child of the holder, is a national of a European Economic Area 
country or Switzerland. 

 
 
3. A Registration Certificate or Document Certifying Permanent Residence issued by 

the Home Office to a national of a European Economic Area country or 
Switzerland. 

 
4. A Permanent Residence Card issued by the Home Office to the family member of 

a national of a European Economic Area country or Switzerland. 
 

5. A current Biometric Immigration Document (Biometric Residence Permit) issued 
by the Home Office to the holder indicating that the person named is allowed to 
stay indefinitely in the UK, or has no time limit on their stay in the UK. 

 
6. A current passport endorsed to show that the holder is exempt from immigration 

control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, 
or has no time limit on their stay in the UK. 

 
7. A current Immigration Status Document issued by the Home Office to the holder 

with an endorsement indicating that the named person is allowed to stay 
indefinitely in the UK or has no time limit on their stay in the UK or has not time 
limit on there stay in the UK together with an official document giving the 
person’s permanent National Insurance number and their name issued by a 
Government agency or a previous employer. 

 
8. A birth (short or long) or adoption certificate issued in the UK, together with an 

official document giving the persons permanent National Insurance number and  
their name issued by a Government agency or a previous employer. 

 
9. A birth (short or long) or adoption certificate issued in the Channel Islands, the 

Isle of Man or Ireland, together with an official document giving the person’s 
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permanent National Insurance number and their name issued by a Government 
agency or a previous employer. 

 
 
10.  A certificate of registration or naturalisation as a British citizen, together  
      with an official document giving the person’s permanent National  
      Insurance number and their name issued by a Government agency or a  
      previous employer. 
 
 
List B  
 
Group 1 – Documents where a time-limited statutory excuse lasts until the 
expiry date of leave 
 

1. A current passport endorsed to show that the holder is allowed to stay in the 
UK and is currently allowed to do the type of work in question. 

 
2. A current Biometric Immigration Document (Biometric Residence Permit) 

issued by the Home Office to the holder which indicates that the named 
person can currently stay in the UK and is allowed to do the work in question. 
 

3. A current Residence Card (including an Accession Residence Card or a 
Derivative Residence Card) issued by the Home Office to a non-European 
Economic Area national who is a family member of a national of a European 
Economic Area country or Switzerland or who has a derivative right of 
residence. 
 

4. A current Immigration Status Document containing a photograph issued by 
the Home Office to the holder with a valid endorsement indicating that the 
named person may stay in the UK, and is allowed to do the type of work in 
question, together with an official document giving the person’s permanent 
National Insurance number and their name issued by a Government agency 
or a previous employer. 
 
 

Group 2 – Documents where a time-limited statutory excuse lasts for 6 
months 
 

1. A Certificate of Application issued by the Home Office under regulation 17(3) 
or 18A (2) of the Immigration (European Economic Area) Regulations 2006, 
to a family member of a national of a European Economic Area country or 
Switzerland stating that the holder is permitted to take employment which is 
less than 6 months old together with a Positive Verification Notice from the 
Home Office Employer Checking Service. 

 
2. An Application Registration Card issued by the Home Office stating that the 

holder is permitted to take the employment in question, together with a 
Positive Verification Notice from the Home Office Employer Checking Service. 
 

 
3. A Positive Verification Notice issued by the Home Office Employer Checking 

Service to the employer or prospective employer, which indicates that the 
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named person may stay in the UK and is permitted to do the work in 
question. 

 

Equal Opportunities Policy  
 
We are an equal opportunity employer. 

We have a policy to ensure no job applicant or employee receives less favourable 
treatment on the grounds of, sex, disability, marital status, civil partnership, colour, 
race, ethnic origin, age, nationality, religion, religious belief (or lack of belief), sexual 
orientation, gender orientation, gender re-assignment or is disadvantaged by 
conditions or requirements that cannot be shown by us to be justifiable. 

We actively encourage applications from people with disabilities. If you have a 
disability and claim a guaranteed interview, then you only need to meet the 
minimum qualifying criteria for the job you have applied for at the application and 
selection testing stages of the recruitment process. You will then automatically be 
invited to the final stage. 

We frequently review selection criteria and procedures to ensure that 
individuals are selected, promoted and treated based on their relevant 
merits. 
 
All our employees are given equality of opportunity and are encouraged to 
progress within the organisation. 
 
We are committed to an ongoing programme of action to make this policy 
fully effective.  
 
Disability Disclosure 

 
Windsor Fellowship is registered as a ‘Disability Confident’ employer and is 
committed to offer disabled people an interview if they meet the minimum criteria for 
the job vacancy, subject to some exceptions. 
 
The Equality Act 2010 is designed to help make sure that disabled people have a fair 
chance of getting into and staying in employment.  

If you tell us you are disabled, we will make reasonable adjustments to the selection 
process and the working arrangements for this post, wherever possible. 

Please provide any information that you wish us to be aware of at this stage of the 
recruitment.  

These details will be passed to a member of the HR team, who will contact you if you 
are short listed to discuss the information you have provided. 

 
Definition of Disability 
 
The Equality Act 2010** states that a person has a disability if she or he has a 
physical or mental impairment, which has a substantial and long-term adverse effect 
on her or his ability to carry out normal day-to-day activities.  Included in this 
definition are the following: 

 Physical impairments (including asthma, diabetes, epilepsy etc.) 
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 Mental impairments relating to mental functioning, including learning 
difficulties and mental health issues which are clinically well recognised 

 Sensory impairments such as hearing impairment or visual impairment (not 
corrected by glasses) 

 Progressive conditions such as cancer, multiple sclerosis, muscular dystrophy 
or HIV infection 

 People who have had an impairment in the past but have since recovered 
(such as cancer, mental health issues) 

 
To ensure that the equal opportunities policy is fully and fairly implemented 
and monitored and for no other reason, please complete and submit the 
online Equal Opportunity Monitoring Form  
 
 
Closing date for applications – Friday 11th December 2020, 12pm (noon) 
 
Interviews – Thursday 17 and Friday 18 December 2020 
 

 
Note your application will be incomplete and not considered if you do not 
submit the following documentation: 
 

1. CV 
2. Cover Letter 
3. Equal Opportunity Monitoring Form (to be completed on-line –see below) 
4. Proof of Entitlement/Right to work in the UK (verified at virtual 

interview) 
 
 
 
 
 
 

https://windsorfellowship.wufoo.com/forms/koo7auh08wat05/

