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About Woodbrooke 
 
Woodbrooke is Europe's only Quaker Study Centre and was founded in 1903 as a response to the 
educational needs of the Religious Society of Friends (Quakers). In Britain and the rest of Europe 
Quakers have no paid ministers or other leaders and so all who are involved have a role in supporting 
the life and work of the Society. As a result of this, it was felt essential that the membership should have 
access to learning that would equip them to contribute to this shared ministry. John Wilhelm Rowntree 
was a major figure in the inspirational drive which led the local chocolate manufacturer, George 
Cadbury to offer his former family home for the purpose of educating Quakers and others.  
 

We have a staff group of about 50 people, some full-time, some part-time, some Quakers, some non-
Quakers. Our teams cover our learning programmes, administration and finance, marketing and sales, 
housekeeping and maintenance, gardening and catering. Our Director is supported by an unpaid Board 
of Trustees, all of whom are required to be Quakers. 
 
Our current learning programme includes Quaker history and theology; supporting individual and 
corporate witness in relation to issues of interest to Quakers, such as peace, economic and social justice 
and sustainability; community building within Quaker meetings and exploration of contemporary issues 
faced by Quakers; and the exploration of a wide range of personal spiritual practices, including creative 
arts and spirituality. It also incorporates a large element of training provision for Friends undertaking 
particular roles in their meetings.  
 
Woodbrooke learning offers a range of short courses on site (typically 2-5 days), as well as workshops 
for Quaker meetings and at other locations across the UK, and beyond, plus online courses and 
webinars. We also provide longer programmes of study, including Postgraduate studies linked to the 
University of Birmingham and Lancaster University, as well as hosting a variety of Quaker groups for 
events focused on their specific interests.  These programmes are delivered by our Programmes Team, 
volunteers and freelance Associate Tutors. 

But Woodbrooke is much more than a study centre. Our 70 bedrooms and 10 meeting rooms are used 
as conference facilities by a wide range of mainly third sector, educational and religious organisations, 
both for residential and daytime events. We also welcome many visitors staying at Woodbrooke as 
individuals on a ‘bed and breakfast’ basis, being with us while they visit Birmingham or just wanting to 
spend some special time at Woodbrooke. 

In any one year, about one-third of all our guests are here attending a course, one-third at a conference, 
and one-third staying as a visitor. It makes for an interesting and rewarding mix of people. 

Woodbrooke strives to function ethically and minimise our impact on the planet. We are very fortunate 
to be based in a Grade 2 listed building, within 10 acres of organically managed grounds, including a 
walled garden, mature woodland and a lake.  

We have a Customer Promise, QUALITY SERVICE, QUAKER VALUES, which is underpinned by three 
themes: 

 Woodbrooke seeks to offer warm and efficient hospitality to individuals and groups. 

 We hope those who stay experience a relaxed and welcoming environment, which reflects the 
Quaker commitment to openness and respect for all. 

 As well as aiming to provide a high standard of service to guests, we are also concerned with 
sustainability and make a conscious effort to limit our impact on the environment. 
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Who are we looking for? 
Woodbrooke is looking for an efficient and skilled administrator who can support our programmes 
across on-site, off-site and online learning.  
 
Job Title:   Programmes Administrator    Date: June 2019 
 
Accountable to:  Programmes Administration Manager 
 
Team/Department: Programmes Team 
 
This is a fixed term role, pending organisational change, until 31 May 2020 to start as soon as 
possible. 
 
Role summary 
The Programmes Administrator is a member of the wider Programmes Team, providing specialist 
administration and support for all of Woodbrooke’s learning programmes.   

 
The Programmes Administrator has responsibility for delivering quality administration and support 
services to staff and associate tutors and maintaining the Quaker values of transparency and fair 
business practices in both the services we offer and how we deliver them. 
 
The Programmes Administrator will be responsible for liaison with associate tutors and with participants 
on our on-site, off-site and online learning programmes.  
 
The post-holder will be required to work collaboratively with other team members and, where 
appropriate with other teams, including sales and reservations, catering, housekeeping, grounds, 
hospitality and volunteer co-ordination. 
 
Responsibilities 
 
Operational: 

 Ensure high-quality administrative support for all learning programmes including developing and 

maintaining appropriate systems and processes. 

 Assist with the production of the course brochure and other publicity by liaising with staff and 

Associate Tutors to request brochure text and course details, checking and entering text as 

appropriate. 

 Administer, maintain and update course information on Woodbrooke’s course management and 

bookings systems. 

 Liaise with staff, Associate Tutors, local organisers and participants to ensure the effective 

administration and support of the delivery of on-site, off-site and online courses. 

 Liaise with participants, staff and tutors in relation to particular access and communications 

requirements and ensure resources are in place to meet requirements. 

 Ensure practical arrangements are in place for learning programmes, including ordering 

resources and supplies and making bookings for accommodation, visits and transport as 

appropriate. For off-site learning, this will include sourcing and booking venues and liaising with 

local Quakers. 

 Monitor Art Room stock and order supplies when needed. 
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 Collate and circulate evaluation forms, maintain evaluation logs, and report on performance. 

 Liaise with the Sales and Reservations Team to ensure smooth running of on-site courses, in 

particular, meeting room bookings and participants requirements.  

 Liaise with Operations, Hospitality, Catering, Resident Volunteer and Garden teams in relation to 

course requirements. 

 Set up and administer internal programme related events, including liaising with other teams in 

relation to the arrangements for these events. 

 

Finance 

 Support the Programmes Administration Manager in the administration of longer term 

programmes including management of payment plans for participants on these programmes. 

 Handle bursary requests to a level determined by the Head of Learning and Head of Finance. 

 
IT 

 Enrol participants in online learning programmes and ensure they are able to access the course 

material. 

 Provide technical support for participants and associate tutors relating to online learning. 

 Assist with the upload and publication of online learning material on our website and VLE, 

including ensuring links and information are kept up to date. 

 Work with the Senior Programme Leader to record and manage copyright issues in relation to 

online learning. 

 

Publicity, Marketing & Sales 

 Respond to course enquiries, including advising on the suitability of a particular course for those 

enquiring, and referring queries as appropriate. 

 Work with the Business Generation Team to monitor progress of course bookings in order to 

maximise bookings within agreed course numbers. 

 Work with the Reservations Team to help identify opportunities for alternative room usage to 

help us maximise our revenue. 

 Assist in the production of publicity material and with course marketing. 

 Promote and communicate Woodbrooke’s purposes to Friends and others. 

 
Other 

 Work closely with the Programmes Administration Manager to ensure appropriate cover for the 

Programmes Administration function of Woodbrooke’s operation including covering their work 

during periods of planned leave or short sickness absences.  

 As a member of the Programmes Team to take a share of whole team tasks as appropriate to the 
role. 

 Undertake other appropriate tasks as may be requested by the Programmes Administration 
Manager, Head of Learning or Director from time to time. 
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Person Specification  
Skills and Attributes:  
Essential: 

 Educated to Level 2 NVQ in business administration or similar, or relevant degree, or 

equivalent work experience and knowledge. 

 Excellent IT skills, including Microsoft Office and ability to work with new applications and 

software. 

 Good written and verbal communication skills and a good level of numeracy. 

 Adaptable and able to act on your own initiative and be pro-active in finding solutions to 

problems. 

 Customer focussed, friendly and outgoing with a can-do attitude. 

 Excellent attention to detail and highly organised. 

 Able to work to deadlines and manage own workload and tasks. 

 Able to work collaboratively within your team and with other teams including volunteers and 

freelance workers based away from Woodbrooke.  

 Sympathy with Quaker values. 

 
Working time and location 

 Hours of work: 35 hours per week to be worked at times to suit the role, applications for less 

than 35 hours will also be considered; 

 The post is based at Woodbrooke Quaker Study Centre, Selly Oak, Birmingham. 
 
Remuneration and benefits 

 Starting salary is £17,943 per annum;   

 Annual leave entitlement 33 days per annum (including public holidays); 

 Employer Pension contribution of 6% if matched by employee contribution of 3% minimum; 

 Cycle to Work scheme; 

 Free staff lunch and refreshments, and family and friends discounts. 
 


