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SHARED SERVICES EXECUTIVE 
 
 
Do you want to join a start-up charity with ambitious plans?  
 
One in four children leave primary school unable to read to the expected standard. These children 

can struggle for the rest of their lives. Reading isn’t just about books. It’s about reading a road sign, a 

tweet, a text from your gran. It's understanding an online job application form and the prescription 

that could save your life. 

Bookmark helps children develop the reading skills they need to succeed in school and beyond, by 
creating flexible volunteering in the heart of our communities.    
 
Help us change the story for more children  
 
Bookmark’s Shared Services Executive will play a key role in the operational excellence of the 
charity, so that we can meet our ambitious plans to support the children who need us – you’ll really 
have your finger on the pulse of the charity. Touching every area of the charity, you’ll immerse 
yourself from day one and ensure our volunteers and schools have a fantastic experience with 
Bookmark.   
 
We are a small but growing team of hard-working self-starters, who care about what we do. We 
aren't afraid to roll up our sleeves, try new ways of doing things, and support each other so that we 
can achieve our goals. If that sounds like you and you share our vision and values, we'd love to hear 
from you.  
 
JOB DESCRIPTION 
 
Attracting our schools and volunteers 

• Support the delivery of Bookmark’s volunteer attraction strategy 

• Conduct volunteer interviews, and manage the Bookmark volunteer application process from 

beginning to end 

• Support the onboarding process for schools and partners, including the facilitation of contracts 

• Report on Bookmark’s school and volunteer attraction and onboarding 

• Attend events, such as volunteer recruitment fairs  
 

Supporting our schools and volunteers  

• Process volunteer expense approvals  

• Work with our Community Managers to ensure we stay in regular contact with our volunteers 

• Support the implementation of Bookmark’s safeguarding procedures  

• Ensure complete and quality data is maintained in Bookmark’s systems 
 

Operational excellence 

• Work with our Chief Operating Officer to create and update central guides and templates  
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• Proactively identify opportunities to improve Bookmark’s processes across all areas 

• Deliver basic training to the Bookmark team, with support from our Training Manager 

• First line query handling, support and referrals for inbound communications  

• Perform audits of Bookmark’s policies and procedures, as necessary  

• Central knowledge management and dissemination across the charity, as appropriate 

• Provide administrative support across the organisation 

• Ensure that all activity helps to build Bookmark’s brand and is always brand compliant 
 
PERSON SPECIFICATION 
 

• Superb organisational and interpersonal skills with strong attention to detail 

• Experienced in or willingness to learn to conduct interviews  

• CRM and / or SharePoint experience preferable  

• Proficient in Microsoft Office (particularly Word, PowerPoint and Excel) 

• Ability to meet deadlines and targets and adopts a goal-oriented approach to work 

• Outstanding verbal and written communication skills  

• Flexible, adaptable, tenacious and enjoys working in a fast-paced growth environment  

• Enthusiastic, professional and positive, with a strong desire to learn  
 
Bookmark is committed to safeguarding and promoting the well-being and welfare of children and 
requires everyone associated with the charity, including all trustees, employees, and volunteers to 
share this commitment. Successful applicants will need to undergo child protection screening 
appropriate to the role, including references from past employers and Disclosure and Barring Service 
checks. Bookmark is an equal opportunities employer and we welcome applications from all sections 
of society and communities we operate in.  
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