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Responsible to: Director of Finance & Resources 

 

Responsible for: Project management including co-ordination of internal teams and  

project groups. 
    Outsourced IT support, telecoms and database providers 
 

Location:   Pitfield Street, London 

 

An introduction to London Youth 
 
We are London Youth, a charity on a mission to improve the lives of young people in 
London, challenging them to become the best they can. Young people need opportunities 
outside school to have fun with their friends, to learn new skills, to make a positive change 
in their communities and to shape the city they live in. 
 
Last year, we worked with over 27,000 young people through our sports development, 
employability, youth action and involvement, arts and outdoor education programmes. Our 
work gives young people access to opportunities they might not otherwise have had. 
 
Throughout our history, community youth organisations have provided a constant lifeline 
and a vital safe space outside the family and formal education, where young people can 
develop confidence, resilience and skills. 
 
Our vision is that all young Londoners grow up healthy, able to express themselves, 
navigate a fulfilling career and make a positive contribution in their communities. 
 
Our mission is to support and challenge young people to become the best they can be; 
developing their confidence, resilience and relationship skills. 
 
We do this with, and through, our network of over 400 community youth organisations and 
at our two residential centres. We look to work with all young people, focusing particularly 
on those who wouldn’t otherwise have access to the kind of opportunities we offer. 
 
Because good youth work works. 
 
We deliver our mission through four strategic objectives: 
 

• Membership Development – Developing, training, connecting and quality assuring 
our membership network to deliver good youth work. 

• Opportunity – Creating a broad and inclusive range of quality opportunities for 
young people in social action, sports development, employability and outdoor 
education. 

• Voice – Ensuring our expertise and the on-the-ground voices of youth workers and 
young people are reflected in public policy, practice and opinion. 
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• Best we can be – Being the best we can be ourselves; fundraising effectively, 
financially robust and a great place to work 

 
And we strive to act in line with our four simple principles: 
 

• Honesty – about what works (and what doesn’t) and we learn from our mistakes 

• Collaboration – with each other, young people, our members, and the world 
beyond 

• Improvement – committed to continual improvement 

• Fun – because we think people learn best when enjoying themselves 
 

Why work for London Youth…? 
 
Our most recent Employee Survey (2018) revealed… 
 

✓ 100% of respondents want to contribute to London Youth’s success 
✓ 100% of respondents are proud of the work we deliver 
✓ 93% would recommend London Youth as an employer to a friend 

 

The Team 
 
This role is part of the Finance and Resources team which leads corporate services and 
organisational development. It delivers our “Best we can be” strand of work supporting all 
teams across all three of our locations. 
 
This role is essential to the delivery of the new organisational strategy and brings with it an 
investment programme for digital development and strong commitment and support from 
the organisation to drive the opportunity. 
 

Our Systems 
 
We currently have 150 users, mainly operating at our three main sites but with regular 
remote working for some staff. We recently moved from a Private Wide Area Network with 
physical servers at three sites to a cloud based platform and want to maximise the 
opportunities from this. 
 
We use Microsoft Windows and Microsoft Office. Our CRM for our membership data is 
Salesforce, however there are a wide range of self-developed systems for CRM and 
functionality across the organisation, including using a number of third party platforms for 
data collection or communications management. We have Microsoft Dynamics GP for 
Financial Management, but it is not integrated to any of the other systems. We are in the 
process of implementing a new booking system for the centres. 
 
Our ambition is to move to integrated systems that are fit for purpose, with a more holistic 
and integrated approach to our systems and data to meet the needs of the new strategy. 
 
We would like to move to more digital service delivery and support for members online, as 
well as supporting members to develop their own digital and data capabilities. 
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Job Purpose 
 
This role will lead on digital transformation and data management projects to support the 
organisation to deliver its ambitious strategy. With agreed investment in this area, this is 
an interesting and varied role working on diverse activities and a range of platforms. We 
are looking for the post-holder to take a holistic and strategic approach and drive a 
significant programme of work which will enable the organisation to deliver the ambitious 
strategy. 
 
Alongside these developments, the role will also ensure effective management of our 
information and communication systems, business continuity, security and data 
governance. 
 
This is a pivotal role which will be at the centre of transforming the working of London 
Youth. We are looking for someone who can be a digital agitator who can drive 
opportunities in the organisation. Someone who understands information systems and 
their potential to transform organisations, who has led a digital development function and 
can take a future focussed approach to integrating our digital, information and 
communication systems effectively throughout the organisation. This will include 
consideration of strategies to enable us to extend our reach to wider audiences, deliver 
added value (online) to our membership and better market our services. 
 
The successful post-holder will have excellent project management skills and 
communication skills, a sound understanding of systems and data management principles, 
and comfortable in dealing with technical issues – although is not expected to be an expert 
as it will manage outside agencies and support. They will understand how systems and 
data contribute to our strategy implementation and provide insight in to opportunities that 
will support us to maximise our efficiency and impact. A good understanding of marketing 
(and digital marketing) principles and strategies is also highly desirable. 
 
Given our size and resources available, we anticipate always needing some level of 
outsourced IT support provision so we are not expecting a systems engineer. This is a 
project management and supplier management role requiring high levels of business 
analysis and understanding of efficiency and effectiveness in systems and data, with a 
need to understand at least the basics of the technology to manage the projects, services 
and stakeholders.  
 
This is an exciting and varied role for a dynamic individual interested in transformation. 
Can you turn our ideas in to a reality? Can you lead our journey to step up our use of 
digital opportunities, consolidate our information sources and develop game changing 
reporting insights?  
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Job Description 
Note: this is not a definitive list and the role will change and evolve over time as the post 
becomes established. 

Main duties of the role 
Approx % 
allocation 

Digital and data projects 

• Visioning opportunities and championing potential projects to support our 
transformation 

• Developing and prioritising the digital strategy and roadmap, scoping and planning 
our new digital initiatives. Providing strategic and operational oversight of London 
Youth’s digital presence and systems, ensuring optimisation of digital and user 
experiences  

• Managing complex digital projects that have organisation-wide implications, 
ensuring staff consultation, planning, budget control, compliance and effective 
implementation 

• Supporting systems integration, including between internal systems, the London 
Youth Website and third-party platforms 

• Overall responsibility of effective digital architecture to support a high performing 
staff team to deliver the organisational strategy and plans.  

• Working closely with the marketing and communications and other staff to deliver 
systems to support effective digital marketing 

• Undertaking business analysis to identify and implement options for continual 
improvements to efficiency and effectiveness 

• Ensure processes and services are effective and accessible for members 

• Keeping up-to-date with the most recent technologies and advise on what 
technological solutions and applications will meet future business needs 

• Longer term, advise on our support for members for their digital development. 

50% 

Information & Communications Technology 

• Ensuring the maintenance and integrity of London Youth’s IT network and 
infrastructure, ensuring reliability, security, disaster recovery/business continuity, 
fitness for future digital developments 

• Managing relationships with our outsourced IT support company, database 
providers and other relevant suppliers, and help negotiate contracts, prices and 
service level agreements. Report on performance of suppliers against contracts 

• Acting as “network manager”, managing internal and external resourced to ensure 
that routine maintenance of London Youth’s servers, workstations, laptops, printers, 
copiers, telecommunications and all other IT-related hardware and network 
connections is carried out 

• Ensuring an effective “helpdesk” is in place to trouble-shoot all IT-related problems 
and user queries. Supporting remote and mobile access to systems 

• Managing the procurement of software, hardware, services and support, as 
necessary and ensuring that London Youth maintains adequate software licence 
arrangements 

• Ensuring written documentation is created and maintained by providers, to include 
user and system manuals, licence agreements and all documentation relating to 
modifications and upgrades 

20% 
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Data and Information Governance 

• Acting as the Data Protection Lead for the organisation – including maintaining and 
monitoring policies, training staff, maintaining records, and ensuring policies and 
procedures relating to incident reporting and breach handling are adhered to. 
Preparing the organisation for the General Data Protection Regulation and support 
compliance work thereafter 

• Supporting compliance with legal, policy and moral responsibilities in relation to the 
processing of information by London Youth and to provide advice and guidance to 
staff 

• Ensuring and maintaining an effective data architecture to optimise efficiency and 
insight from our data and organisational knowledge management 

• Supporting effective use of data and information by supporting the data tasks of 
users, for example setting up and testing new reports from databases, ensuring 
effective use of suppression files, support for complex queries or data manipulation 

• Use regular audits and cleansing in order to maintain the integrity of the 
database(s)  

25% 

Be accessible to and supportive of Leadership Team commitments; undertaking 
activities outside of own role and/or team, e.g. supporting events, recruitment, 
facilitating other team’s sessions, HR panels, etc. 

5% 

Corporate Responsibilities 

Planning and budgeting 
• Drawing up annual plans and budgets 

• Managing performance within the planning and budgeting framework 

• Ensuring effective day to day financial management – working closely with Head of Finance  

• Reporting regularly on actual versus planned performance 

People 
• Recruiting and inducting staff for your team as necessary 

• Ensuring all your staff are suitably developed, supported, appraised and managed  

• Identifying staff development needs and ensure they are met 

• Being responsible for the overall effective management of the staff team including dealing in 
the first instance with any grievances and disciplinary matters 

• Preparing thoroughly for one to one meetings and annual appraisal with your line manager 

• Taking responsibility for your ongoing professional development 

Corporate development 
• Understanding and supporting the vision, mission and aims of London Youth  

• Contributing to the formulation and delivery of London Youth’s strategic development plans 

• Serving on the Leadership Team  

• Committed to and actively promotes London Youth’s policy and procedures to value and 
respect diversity and inclusion in all aspects of their duties and working relationships 

• Managing resources to the highest professional standards and act as a custodian of best 
practice 

• Maintaining awareness of your own and others’ Health and Safety, and comply with London 
Youth’s Health and Safety and Safeguarding policies  

• Undertaking other duties as may be reasonably requested as part of a collaborative team 
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Person specification 

Skills, experience and knowledge 
Essential (E) 
Desirable (D) 

Demonstrable experience of managing large digital and/or systems projects  E 

Experience of managing information and communications technology across a 
multi-site organisation 

E 

Excellent communication skills. Ability to interact with non-IT staff at all levels and 
manage consultants and third party suppliers. Capable of producing technical 
documents, proposals, reports, guides, project plans, etc. 

E 

Business analysis expertise E 

Experience of transforming services in response to internal strategic 
developments or changes in the external environment 

E 

Highly developed understanding and experience of re-engineering processes and 
systems change and experience within all stages of system development lifecycle 

E 

Experience of influencing behaviour and culture change E 

Great agency/supplier and stakeholder management experience E 

Detailed knowledge and understanding of the practical consequences of the 
General Data Protection Regulations 

E 

Good commercial awareness and ability to manage for value E 

Strong customer service experience and focus E 

Knowledge of SQL  D 

Experience of working in a charity or membership organisation  D 

A good understanding of digital marketing principles and strategies D 

Qualifications  

Good standard of education with English and Maths GCSE or equivalent  E 

Prince2 or other project management qualification  D 

Personal attributes       

Ability to manage a heavy and diverse workload E 

Flexibility to respond to adhoc requests and emergent issues E 

Ability to manage daily operations and new major initiatives simultaneously E 

Excellent attention to detail E 

Excellent organisational and time management skills E 

Strong oral and written communication skills E 

Ability to work on your own initiative and collaboratively as part of a team E 

Willingness to learn new skills E 

Willingness to work occasional evenings and weekends E 

Passionate and demonstrably committed to improving lives of young Londoners D 
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Terms and Conditions 
 
Salary: £46,920  
 
Pension: London Youth complies with the employer pension duties concerning pension 

auto-enrolment in accordance with Part 1 of the Pensions Act 2008. London 
Youth currently uses The People’s Pension as its pension vehicle and once 
you are eligible for auto-enrolment or opt into the scheme, London Youth will 
make employer contributions of 4% into the scheme on your behalf. You will 
be required to make contributions to your pension account also. 

 
Hours:   37.5 hours per week 
 
Leave: 39 days pa inclusive of holiday, closure days and public/bank holidays  
  Leave entitlement will be calculated on a pro-rata basis for part-time 

employees 
 
 
 
 
 

 
 
 
 
 


