
  

In this role you will be supporting our team to conduct research, which might include reviewing 

work carried out by other people and organisations, interviewing interested people, taking notes 

at interviews, and analysing data. Your role will include setting up meetings and events relating 

to research projects. You will also help the team share the findings of our research.  

 

To apply for this role please contact your local Job Centre Plus and speak with your work coach 

to be referred to the position. 

 

Salary:   £10.75 per hour 

Contract:   Temporary – for six months, or as long as the Kick Start scheme is running 

Location:  Hatton Garden, London, and remotely 

Hours:   25 hours per week 

Reports to:  Senior Researcher or Research Manager  

 

The purpose of the role is to support the research team to plan projects, conduct research, give 

presentations, and share our ideas in order to provide new solutions to London’s critical 

challenges.   

 

Research  

Helping the research team to:  

• Conduct literature reviews – finding and summarising research that has been carried out 

by other people and organisations.  

• Arrange meetings and other events, and take notes at interviews, advisory groups, 

workshops, roundtables and other events. 

• Analyse information, data and figures  

• Help schedule meetings for colleagues. 

 

Development and Fundraising 

• Work with others to fundraise - including looking for people or orgnisations that would 

be interested in supporting the programme and by helping write or edit fundraising 

proposals. 



• Ensure that Salesforce, Centre for London’s database of contacts, is kept up to date – 

by adding new contacts, updating entries when details change, adding information about 

their interests and that we are always following data protection laws.  

 

 
General Responsibilities and Duties 

• Help the organisation grow and achieve its aims to develop new solutions to London’s 

critical challenges.  

• Follow Centre for London’s policies, which include a code of conduct (an expectation 

of behaviour) and showing respect for everyone regardless of their age, dis/ability, 

sex/gender, race, religion or belief, sexual orientation, marriage/partnership status or if 

they are pregnant or on maternity leave.  

• Keep a good working relationship with all staff, trustees, volunteers and other people 

connected with the organisation. 

• Be professional – which includes being reliable, honest, positive, try to solve problems 

but know when to ask for help, being ready to help colleagues, stay focused during 

working hours.   

• Help with Centre for London events outside of normal working hours if you are asked 

to. 

• Do other tasks that are not included in this job description if you are asked to do so.  

 



  

Please note – these placements are only available to people who are 18 to 24 years old and who 

are on universal credit.  

 

Applicants should be passionate about London and must show commitment to the mission of 

Centre for London: to develop new solutions to London’s critical challenges and advocate for a 

fair and prosperous global city.  

• Reading and writing. Able to read long documents, analysing the content, and write 

summaries of the key information.  

• Organisation and attention to detail.  Able to keep lists, prioritise tasks and able to work 

on many tasks at the same time with different deadlines.  

• Communication skills – able to write professionally and formally. Confidence to speak 

with people related to projects. Ability to communicate within the team and let your 

manager know if you need help is essential.  

• Ability to follow instructions and learn processes to support the Team, and able to show 

initiative and adapt quickly to new challenges. 

• Confident with IT and able to learn new programmes, such as, YouTube streaming, 

Salesforce, MailChimp and WordPress CMS. 

 

The following skills aren’t essential but would help your application: 

• Experience doing research – finding out more about a subject or finding the answer to a 

question. This doesn’t need to be academic or policy work 

• Maths/statistics. Confidence looking at large sets of numbers and doing calculations 

would help.  

 

  

 


