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Unbound Philanthropy 

UK Programme Coordinator 

£30,000 - £35,000 

Full-time, permanent 

London and some hybrid working 

 

Unbound Philanthropy is a New York-based foundation working in the US and the UK, with 

offices in New York and London. We seek to contribute to a vibrant, welcoming society and 

an immigration system rooted in justice. 

In pursuit of our objectives, we partner with leaders and organizations in the US and UK — 

activists, policymakers, researchers, cultural strategists, and philanthropic peers — to 

explore and advance what this looks like in practice. We are first and foremost a grantmaker 

to our partners. 

The UK Programme Coordinator is an important role in the London team and offers you the 

opportunity to contribute to tackling some of the most pressing social justice and human rights 

challenges of our time. 

The scope of responsibilities combines the support and administration of the London office 

along with assisting the UK team with grant making and program activities.  It requires a 

candidate with attention to detail, who is resilient, happy to work flexibly in a small, 

collaborative team and is ready to take initiative, multi-task and manage changing priorities in a 

fast-paced environment. 

You will also need to demonstrate a personal alignment with the values and beliefs that inform 

and underpin how we do what we do. 

How to apply 

For an informal and confidential discussion, please contact our recruitment partner, Simon 

Lloyd, Director, NFP Consulting on 07961 988 523 or email simon.lloyd@nfpconsulting.co.uk  

For more information and to apply online, please visit: www.nfpconsulting.co.uk/unbound 

mailto:simon.lloyd@nfpconsulting.co.uk
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Application is by way of CV and a Supporting Statement, which should be around two sides 

of A4 and set out your motivations and credentials for the role. 

Closing date: Wednesday 7th September 

Selection process and timescales 

Stage 1 – Week beginning 12th September  

First round of screening interviews will be conducted via Zoom. 

Stage 2 – 19th-21st September 

A test and panel interview comprising members of Unbound Philanthropy staff and an 

independent member will take place between Monday 19th September and Wednesday 21st 

September.  

Stage 3 – Week beginning 26th September 

Final interview with a panel comprising members of UK Team and colleagues from the US 

joining remotely. 

Accessibility 

Please let us know if you have any special requirements which we might need to consider in 

relation to the selection process. Any requests will not affect the decision making itself. 
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Job Description 
 

Job title: UK Program(me) Coordinator     

 

Position Description:   A position supporting the UK team on Program and Operations  

 

Reports to:   UK Program and Grants Associate  

 

Salary band:    £30,000 - £35,000 plus benefits 

 

Hours:    40 hours p/week (FTE) 

 

Unbound Philanthropy is a New York-based foundation working in the US and the UK. We 

seek to contribute to a vibrant, welcoming society and an immigration system rooted in 

justice. 

 

Unbound Philanthropy has offices in New York and London and makes grants throughout the 

US and the UK. The foundation’s strategic priorities are available on the Unbound Philanthropy 

website.  

 

This is an important role in the London team which mixes responsibility for support and 

administration of the London office with assisting the team with grant making and program 

activities.  It requires a candidate who is resilient, happy to work flexibly in a small, 

collaborative team and is ready to take initiative, multi-task and manage changing priorities in a 

fast-paced environment. 

 

Key responsibilities 

 

 To lead on scheduling for the UK Program. 

 To manage events, convenings and meetings for the UK Program. 

 UK office administration, including UK office management on day-to-day basis and 

providing administrative support to the UK team.  

 To assist with administrative tasks in relation to UK grant making.  

 To support the UK Program Director and UK Deputy Director with program and 

budgeting tasks. 
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Detailed Responsibilities 

 

1. To lead on scheduling for the UK Program 

a. Be the first point of contact for the UK office calendar, scheduling meetings and 

sending reminders. 

b. Liaise with the US office and family office to book and co-ordinate Unbound 

meetings (board, advisors, staff and external). 

c. Schedule and set up internal and external meetings and events with staff, board, 

partners, grantees and other organisations. 

d. Manage venue hire and meeting room booking. 

 

2. To manage events, convenings and meetings for the UK Program 

a. Organisation, set up and follow up from Unbound meetings and events (multiple 

convenings per/ month). 

b. Assist with note taking and minutes from key meetings. 

c. Manage the administration and logistics of learning exchanges between the UK 

and other jurisdictions such as the US and Ireland. 

d. Book domestic and international travel for staff and advisors and ad hoc travel 

support for participants attending convenings. 

e. Work with Unbound Philanthropy’s partner funders to assist with larger 

convenings and events, including assistance whilst attending key events. 

 

3. UK office administration 

a. Lead on the administration of the UK office including liaison with office and 

venue contacts, including health and safety requirements. 

b. Assist with expenses and similar administrative tasks. 

c. Liaison with IT support providers and assistance with troubleshooting and set up 

of new systems. 

d. Management of office supplies for the UK team.  

e. Manage relationships with contractors and external suppliers working with the 

UK Team and Chief Operating Officer. 

f. Work with the UK, US team and the Unbound family office to ensure the smooth 

running of the foundation. 

 

4. Grants Management Administration 

a. Work with the Grants Management team in the UK and US to assist with the 

administration of grants.  

b. Update the grants management database. 
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c. Liaise with grantees about grant agreements, report requests, and bank account 

details. 

d. Liaise with contractors for contract agreements, reporting, invoicing, and 

payments. 

e. Support the UK Program with preparation for UK grants committees. 

 

5. UK Program related work  

a. Field and respond to unsolicited applications. 

b. Assist with telephone references for grant proposals. 

c. Greet and escort guests before and after meetings. 

d. Proofread internal documents and take notes at meetings. 

e. Provide support for external communications work such as UK content on our 

website and newsletters when required. 

f. Build knowledge of Unbound Philanthropy’s grant making approach, its strategic 

priorities and its field. 

g. Other administrative tasks or special projects as necessary. 

 

Qualifications and experience 

 Experience working in an administrative role which involved scheduling and running 
events comparable to the level and scope of the responsibilities. 

 Technically proficient (including familiarity with IT systems like Microsoft software and 

Zoom) and able to pick up and learn new IT systems. 

 Excellent writing, verbal, and numerical skills. 

 Strong project management including event and diary management.  

 Excellent organisational skills and meticulous attention to detail. 

 Demonstrated interest and commitment to Unbound Philanthropy’s mission and core 

values. 

 

Desired Competencies: 

 Lived experience of the migration system. 

 Experience of working or volunteering for a charity, non-profit or a foundation with a 

social justice mission. 

 Demonstrates flexibility and is good at multi-tasking and managing changing priorities. 

 Works well under pressure and enjoys taking initiative. 

 Capable of exercising diplomacy with colleagues and those external to the Foundation. 

 A good team player but also able to work independently. 

 Willing to travel to different parts of the UK and willing to travel to the US (maximum 

once per year). 


