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Job Description

Job Title: Administrator – Local Schools Nature Grant (LSNG)
Location: Eastleigh or Stirling with home working
Salary: £26,500 pro rata (actual £12,272)
Hours: 20 hrs per week, worked over 3/4 days (term time only)
Contract: Fixed-term contract to end July 2027.
Line Manager: Head of Business Services & HR

About us:

Learning through Landscapes is the UK’s leading school grounds charity, dedicated to enhancing outdoor learning and play for all. Our vision is a society where the benefits of regular time outdoors are valued and appreciated, and outdoor learning, play and connection with nature is recognised as a fundamental part of education, at every stage, for every child and young person.

We have unrivalled expertise based on three decades of experience, practical action and research. With offices in England and Scotland and staff based across the UK, our team and our accredited network of outdoor learning experts have the capacity to work nationally and internationally. Click HERE for more information.
What you’ll be doing:
As the LSNG Administrator, you will support the smooth running of the project alongside the Project Manager and other administrators. You will be the first point of contact for grant recipient and will develop and maintain positive relationships with them and all stakeholders.
While the majority of this post’s funding supports the delivery of the LSNG project, LtL may occasionally require you to assist with other projects within your existing hours. 
Key responsibilities:
· Respond to and action phone and email enquiries relating to the project
· Assist with the management of LSNG mailboxes 
· Assist with enquiries from network members and suppliers
· Order and manage stock of catalogue items
· Assist with the processing of purchase orders and invoices in line with LtL’s    finance procedures
· Book cars, travel and accommodation as required by the delivery team 
· Assist with the packaging and posting of LSNG orders  
· Manage correspondence to LSNG schools
· Maintain and update project records
· Assist with scoring applications
· Provide admin support to LSNG trainers as and when required
· Other general administration duties as required by the Project Manager
What you’ll need:
Essential skills and experience:
· Experience providing administration support, preferably in an office environment
· Ability to manage a diverse set of priorities and meet deadlines to a consistently high standard
· Experience of being responsible for initiating, planning, and developing own areas of work
· High computer literacy and confidence with Word, PowerPoint, Outlook, and Excel, and the ability to adapt to new platforms
· Exceptional written and spoken English skills
· A commitment to highest level of safeguarding and a clear DBS or PVG check.
Desirable:
· Experience working in a multi-stakeholder or project environment
· Experience working/volunteering in a charity
· Enthusiasm and commitment to outdoor learning 

If you don’t have all of the above but feel it could be the role for you, talk to us!

What we offer:

· Flexible working, subject to operational needs
· Term time working: rolled up holidays and bank holidays into school holidays, plus a “birthday gift” day.
· Laptop and phone 
· All mileage, travel & subsistence expenses
· Family & carer friendly policies
· Sick pay
· Salary sacrifice pension scheme – 5% employer contribution
· Subsidised Christmas meal
· A supportive and welcoming team of colleagues.
We’re an equal opportunities employer. All suitable applicants will receive consideration for employment without regard to race, colour, religion, gender, gender identity or expression, sexual orientation, national origin, genetics, disability, age, or veteran status.

We welcome applications from all suitably qualified candidates, however, this position is not eligible for UK visa sponsorship. So, you will need to have existing right to work in the UK to be considered.

We are happy to support with any reasonable adjustments that are needed within the recruitment process.

If you would like an informal chat about the role, please contact the HR Manager, Sarah Knott on 07557 028600 or email sknott@ltl.org.uk.
How to apply
Please send the following by email to recruitment@ltl.org.uk
· Your CV (maximum two pages) 
· A covering letter (maximum two pages) explaining your interest in the role and how your skills and experience meet the criteria
· Please complete our equal opportunities monitoring form here to help us better understand our recruitment process

The recruitment process:
This is a rolling recruitment process: applications will be reviewed as they are received and applicants may be called for a first round Teams Interview during the application window. 
The final deadline for applications is 9am on Monday 20th July 2026. If you have not heard by 5pm on Tuesday 21st July, you have not been shortlisted.

Shortlisted candidates will be invited to interview in person at either our Eastleigh or Stirling offices, dates TBC.
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