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Join Our Team!Membership and Operations Assistant – part time
£15,000 per annum (equivalent to £25,000 FTE)
21 hours per week - flexible days
Fully remote working (occasional travel)
2 years initially with extension in development. Potential to increase hours. 







HOLEX stands at the forefront of Adult Community Education (ACE), serving as the lead professional body dedicated to advancing the sector. Representing a network of 150+ Adult and Community Education organisations, HOLEX is the authoritative voice for professionals working in local authorities, Institutes for Adult Learning, colleges, and independent third sector learning organisations. Together, HOLEX members annually educate, train, and retrain over 400,000 adult learners, earning recognition as sector leaders in teaching and learning quality.  
We are recruiting for our first Membership and Operations Assistant at HOLEX. This role is pivotal in supporting and strengthening the adult and community education sector through network building, advocacy, and skills and knowledge development. It’s an exciting opportunity for someone looking to be a key part of a small, dynamic team within the adult education sector. This role provides a chance for the right candidate to gain invaluable experience including being part of the drive towards change and innovation in a critical part of the education sector.
This role is fully remote with some travel involved. With that in mind you will need to be a self-starter with an independent mindset but always knowing you are part of a friendly and supportive team. 
Key areas you will be responsible for delivering:
· Membership Engagement
· Administrative Support
· Information and Communications 
· Events Planning
· Collaboration with Leadership


What We Offer
· A supportive, collaborative, and inclusive work environment.
· Opportunities to work on exciting projects and gain exposure to key aspects of the adult education sector.
· Professional development opportunities.
· Flexible working arrangements.
Next Steps
If you are passionate about making a difference in adult education and are eager to grow in a role with real impact, we’d love to hear from you! 
To access the job description and person specification, find out more about the team and organisation, please visit our website: holex.org.uk
How to apply
Interested in applying? Send a full, up to date CV and supporting statement addressing the person specification. We also want you to address these questions:
· How you believe you meet the requirements of the role?
· Why are you interested in this job?
· What attracts you to working for HOLEX?
 Your statement should be no longer than 1500 words long.
If you would like an informal chat about this job, please contact Charlie McKenna - charlie.mckenna@holex.org.uk. 
Email your documents to charlie.mckenna@holex.org.uk. 
HOLEX is committed to equal opportunities and encourages applications from all qualified individuals regardless of age, gender, ethnicity, disability, or sexual orientation.
Deadlines
Closing date for applications is 5pm Wednesday, 9th October.
Interviews for successful applicants will be held online on Monday, 21st and Tuesday, 22nd October.
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