
  
 
Job Placement title Clerical (Admin) Assistant 

 
Company name Core Clapton 

Job Placement summary (Outline of the job description including key responsibilities 
and detail of the skills the young person will develop. Please provide as much detail 
as possible Please do not use bullet points) 
 
Core Clapton is new start-up charity that provides affordable osteopathic healthcare to the 
community whilst researching drug-free treatments for chronic pain. In order to generate 
income we hire our hall out for weddings, conferences and wellness events.  
 
Your role will be to help manage, organise, and supervise all of the administrative activities 
that facilitate the smooth running of the centre. With numerous services across both 
healthcare and hospitality the skills you will learn will put you in a great position for future 
employment opportunities. 
 
On a day-to-day basis you will be dealing with client queries and bookings, liaising with 
osteopaths and monitoring the office calendars (staff and volunteers rota, patient 
appointments, mentoring sessions, events and classes).  
 
You will use Google office software, including email, spreadsheets and databases, to help 
communicate with service users and the wider public, and actively advancing our research 
and data gathering. You will be responsible for organising the office layout and maintaining 
supplies of stationery and equipment as well as managing the filing system and general 
databases. 
 
Additional roles will include coordinating with the kitchen regarding staff lunches, setting up 
coffee mornings, drinking water for clients and staff, laundry pick & drop and watering plants.  
 
Community outreach is an important aspect of the charity and you will be involved in 
organising and carrying out outreach events as part of the wider team. You will have the 
opportunity to lead on a project that helps further our mission to create a pain-free life for all. 
 
You will have the opportunity to learn how to use software such as Adobe Indesign, Google 
Analytics and Adwords, WebFlow (website development) and TM3 (clinical software). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Essential skills, experience 
and qualifications  

 
You should be able to use basic office software such as 
G Suite or Microsoft office to create documents, build 
tables and send emails. 
 
You will have excellent quantitative, analytical, and 
communication skills, have a high degree of initiative and 
apply an innovative approach to problem solving. 
 
You must have good people skills and be able to work in 
a team whilst being autonomous and have good time 
time-keeping and punctuality. 
 

  
  



  
  
Number of hours per week 25 
  
Working pattern and 
contracted hours (including 
any shift patterns) 

 
5 x 5-hour shifts between 8am to 9pm, Mon to Sat, as the 
role requires. Rota flexible where possible, decided 1 
month in advance. 

  
Hourly rate of pay National Minimum Wage 

 
Details of employability support (training opportunities/mentor) 
 
The trainee will, as part of their role, undertake a wrap-around 6-month programme of 
employability and developmental training, delivered by Charityworks – the UK non-profit 
sector’s talent programme with over a decade of experience supporting young people to 
kickstart their career to create social change.  Learning together with their Kickstart peers 
across the charity sector, all sharing similar values and career motivations, this programme 
will be similar in approach to the national Charityworks scheme (www.charity-works.co.uk).   
 
It will comprise a range of onboarding support, skills sessions aimed at developing 
employability, national conferences, group workshops, peer coaching and practical toolkits all 
delivered through the Charityworks Digital Learning Platform. Charityworks are currently 
exploring the possibility for the Kickstart Learning Programme to be an endorsed ILM 
(Institute of Leadership & Management) opportunity, and for them to be able to offer in real 
life delivery as and when government restrictions allow.  
 

  
Closing date for applications: 
6th May 2021 
 

 

 
 
This role is for 16-24-year-olds who are claiming Universal Credit. To apply for this role 
please contact your work coach. 
 
For more information about the role and whether it’s right for you email us on 
info@coreclapton.org 


