
PROGRAMME & OPERATIONS ASSISTANT X 2

Location: Hybrid working - London and remote. Our flexible working policy requires everyone to be in the o�ce roughly 25% of the
time as a minimum because building in-person relationships is important to us (that could be one week a month, or a day or two a
week), but you’re welcome to be there more
Salary: £28,176 pa
Hours: Full-time, which for NEON is 28 hours a week. This can be done over 4 or 5 days, that’s totally up to you. Hours are generally
flexible, with some core meetings everyone has to be at. You can see our full flexible work policy here if you’re interested
Benefits: 7.5% employer matched pension after probation; flexible hours and hybrid working across our o�ce and remotely; a
28-hour week with no change to pay; 20 days holiday per year (plus bank holidays and Christmas break when the o�ce is shut);
generous sta� development package; a caring and learning culture that takes anti-oppression seriously; progressive parenting leave
policy; sabbatical leave after 4 years at NEON; and more radical policies to come
Reporting to: your programme team for day-to-day work, and a line manager to be assigned depending on which area you
choose to specialise in
Your team: The team you’ll sit in is the Ops “Hub” (our word for team) which will consist of 3 assistants (so two others doing your
role), an Ops & People Manager, a Head of Finance, and a Director. You’ll also work very closely with our two other “Hubs” -
Communications and Movement Building and will attend their weekly meetings because you’ll be supporting them with their
programmes
Application deadline: Sunday 26th February 2023, 23:59
Interview dates: 1st interviews 14-16th March, 2nd interviews 21st-23rd March 2023
These roles require that you have the right to work in the UK

https://uploads-ssl.webflow.com/61b87eb103605e2019d77138/62d5190234f1827102b00227_NEON%20Flexible%20work%20policy%20-%20FINAL%20July%202021.pdf


We know that people from certain backgrounds and identities are often excluded in progressive movements and we’re committed to
doing what we can to correct this. So:

● we particularly welcome applications from marginalised groups, especially people of colour and other ethnic minorities,
people who identify as LGBTQIA, Disabled people and those who identify as working class or have done so in the past

● we know the work goes way beyond "diversity", it's about making the space inclusive too. So we are continuously working on
that at NEON. So far this includes tangible things like a flexible work policy so people have genuine flexibility around where
and when they work and a 28 hour week as standard; a gender-neutral parenting/leave policy, an anti-oppression strategy
which is held at senior level given how important it is to the organisation. It also includes the day-to-day work of creating
psychological safety for everyone at NEON and celebrating the wisdom of black, indigenous, queer, Disabled and other
cultures in the way we work and behave

● There are no formal education requirements for this role. As long as you can show us you have the skills we don’t mind where
you got them from! Also important to us is your potential to learn and grow in the role so even if you don’t have 100% of the
skills listed we want to hear from you.

About us
Neon is a not-for-profit organisation committed to accelerating social movements. We work across a wide range of progressive
issues including climate, housing, healthcare, and migration and we support over 1,000 organisers across the UK working towards
political, environmental, and social justice. Our theory of change is rooted in understanding both the strategies, stories, and structures
required to sustain a movement. Short term, this results in improved movement infrastructure, skills, and connections; long term, it
leads to robust relationships and movement alliances capable of systemic change.

We also aim to demonstrate that a better world is possible through experimenting internally with our culture and policies. We want to
build a workplace centred on joy, care and justice and are ambitious about what an alternative could look like. We currently have 20
sta�.



To build a culture and community that lasts, we organise around three values:

● Solidarity - we’re here to change the system and that requires working together across issues and sectors that aren’t
normally in the same room. This means placing anti-oppression at the heart of our work and building the power of people most
often a�ected by injustice to change the leadership of our movements

● Generosity is about sharing our time, resources and learning with one another as we support each other’s work. It means
being open and honest with one another, especially when we hit problems, and thinking creatively about how we positively
build from there

● Respect is the bottom line for all relationships in NEON. It means being respectful of di�erent backgrounds and life
experiences and giving space for all voices to be heard. This often means listening more than we talk and being open to
changing ourselves as a result of what we hear.

You can check out our website for more info on NEON.

About the role

NEON’s programmes (trainings, residentials, and ad hoc support we give the movement) and NEON’s operations (how we run the
organisation internally) are two sides of the same coin for us. If our operations systems are excellent it streamlines how we run
programmes and lets the programme teams focus on impact, and if our programmes run excellently it creates a lot less work for
operations and lets us focus on thinking radically about our work and creating brilliant systems. That’s why these roles are set up to
do both of those things.

Our Programme and Operations Assistants are the backbone of the day-to-day running of NEON. Because of how much we value
this type of work (which we recognise is often done by women and women of colour in particular and has been undervalued in our
sector) we want to resource it properly. As a result, you’ll be one of 3 assistants - which we hope means you’ll be a supportive cohort

https://neweconomyorganisers.org/


for each other. So the below is all work that you’ll be trained in and we’ll expect you to be able to do (so that you have the skills and
knowledge to be able to take on bits of each other’s roles sometimes, and we’re taking your development seriously).

However, day-to-day you will each “specialise” in one part of the organisation - Communications, Movement Building or Operations -
to allow you to grow in that role and to make sure there’s consistency for the team. This means you’ll spend the majority of your time
doing work in one of those Hubs, but will still do some work in other parts of the organisation. We currently have 1 assistant who
specialises in the Operations Hub, so we are recruiting for 2 assistants to join them, and to specialise in Movement Building and
Communications.

The purpose of this role is to:
1. Keep NEON’s operations running smoothly, simply and e�ectively - whether that’s keeping our o�ce well stocked, taking

minutes in a board meeting or organising food, venue and transport for team away days
2. Support NEON’s programme teams (Communications and Movement Building) to make sure the operational side of

programmes run like clockwork and consistently across the team - from logistics to liaising with participants
3. Do all of this collaboratively with the other team assistants to share the workload equitably and form a supportive mini-team

between the three of you

What you will be doing

Here are the key responsibilities of this role:
1. Supporting the delivery of the full range of external-facing NEON programmes and trainings - whether

that is a monthly “NEON social” requiring more simple logistics, a 1-day online Broadcast Media Interview training or one of
our residential programmes like Movement Builders which requires you to be at the residential for a few days and run the
logistics leading up to it

https://www.neweconomyorganisers.org/training/broadcast-media-interviews-training
https://www.neweconomyorganisers.org/training/movement-builders


2. Supporting programme Heads and Directors with scheduling programmes and NEON events so that there
aren’t big crunch points where multiple programmes are happening all at once, and delivery dates are locked in as far in
advance as possible. You’ll also keep our organisational calendar up to date and ensure it’s well-used by the team

3. Organising the logistics around internal NEON events - this could be NEON away days with the full team, a 2-day
retreat with the whole team staying overnight or regular team trainings with external trainers and facilitators to upskill us all
and make sure we’re always learning

4. Providing ad hoc support to NEON programmes when something is organised as a quick-turnaround piece of
support for the movement, or when other assistants are busier and you have a bit more capacity to give

5. Keeping NEON’s “spaces” running smoothly. This includes keeping our o�ce in London well-stocked and tidy, and
making sure the whole team knows how to use everything; ordering equipment for people when they’re working from home;
and keeping our online spaces running excellently (like getting our tech working for team meetings and the team trained up in
how to use it) so that sta� working online always have as great an experience as those in the o�ce that day

6. Being in charge of IT support - liaising with our excellent IT contractor when stu� goes wrong, ordering laptops when we
need them, maintaining our website, database and external comms (NationBuilder and Mobilise), and keeping our GDrive
beautifully organised

7. Supporting the Executive Directors (we have a co-director model) with governance admin. This means
liaising with board members to schedule board meetings, taking board minutes, and sorting logistics (sometimes online and
sometimes in-person)

8. Playing an active part in the whole NEON team, contributing to organisation-wide plans and other Ops Hub
projects too

Who you are
1. You have the skills and drive to do day-to-day ops and programme tasks and want to do them as a

regular part of your job. This includes logistics (venue bookings, booking travel for 40+ people, organising catering etc),
and “facilities” work like keeping our o�ce running well and ensuring our team have the equipment they need to work well.



2. You are comfortable with using a range of IT and tech and are happy to learn new apps and new bits
of hardware, so that you can get all of your tasks done well, whether that’s updating our website, helping the
team to use Slack as well as possible, or finding a new solution for hybrid working

3. Able to flex between longer term projects, regular cycle work and responsive requests - you are great at
being self-motivated in order to push longer projects forward over weeks or months, as well as getting daily or weekly
operational tasks done. But you can also shift your workload to turn things round in a day when it’s important. (15-20% of the
role is not filled with allocated work to allow for unexpected stu�, and jumping in to support each other)

4. You are proactive, well-organised and feel empowered to solve problems yourself when they come up
(sometimes described as an “ownership mindset”), as well as balancing this with asking for help when you need it

5. Excellence is important to you and it shows in your work. Whatever you do, you do it to a high standard. To you, it
doesn’t matter whether that’s making sure our o�ce plants are all watered, or coordinating all of the logistics for one of our
flagship programmes, it will be done excellently and to deadline

6. A great communicator and you know that good communication is really important to the type of
work you do - you’ll be happy to use our internal comms systems (Slack, Google Suite, Asana) to keep everyone in the loop
on your work, and you’ll do the same for participants on our programmes via email and phone

7. You’re willing to continuously learn and grow - you have growing levels of self-awareness and emotional
intelligence, including around your own power and identity and how that means you relate to others. As a result, you’ll receive
feedback from others well (and learn to give feedback well too)

8. Committed to NEON’s purpose of building the strength of movements for social, economic and
environmental justice, and to learning how to align your actions with the values of NEON: solidarity; generosity and respect
and our commitment to anti-oppression

How to apply

We don’t want to make this process too complicated so please complete this application form and send this and a completed Equal
Opportunities Monitoring form to jobs@neweconomyorganisers.org.

https://www.neweconomyorganisers.org/about/anti-oppression
https://uploads-ssl.webflow.com/61b87eb103605e2019d77138/6398877e2186fbfa3ff4a8b9_APPLICATION%20FORM%20Programme%20%26%20Operations%20Assistant.docx
https://uploads-ssl.webflow.com/61b87eb103605e2019d77138/622f5a4ef7713771ab219c62_003_NEON%20Equal%20Opps%20Monitoring%20form%20-%202020.docx
https://uploads-ssl.webflow.com/61b87eb103605e2019d77138/622f5a4ef7713771ab219c62_003_NEON%20Equal%20Opps%20Monitoring%20form%20-%202020.docx
mailto:jobs@neweconomyorganisers.org


Dates:
Application deadline: Sunday 26th February 2023, 23:59
Interview dates: 1st interviews 14-16th March, 2nd interviews 21st-23rd March 2023

If you fancy a chat about the role or have any questions about NEON in general, you can reach out to us via email on
jobs@neweconomyorganisers.org, and we’ll direct you to the right person in the team.

We will treat the data you provide in your application in accordance with our Privacy Policy.

mailto:jobs@neweconomyorganisers.org
mailto:jobs@neweconomyorganisers.org
https://uploads-ssl.webflow.com/61b87eb103605e2019d77138/629e18669798caca9e0d6c5e_005_Data%20notice%20for%20job%20applicants.pdf

