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About alcohol harm and Alcohol Change UK 

 
Alcohol harm is widespread, serious … and completely avoidable. 

 

Too many of us can fall into the trap of believing that alcohol harm is something limited to a small proportion of so-called ‘alcoholics’. While 

there are, indeed, hundreds of thousands of people with a severe alcohol dependency who matter greatly, alcohol harm also affects many 

millions of people: whether through a diagnosis of cancer, an early death from liver disease, a deepening of mental health problems, a childhood 

scarred by a parent’s drinking, or the street violence or domestic violence that can cause permanent injury and ongoing trauma. 

 

In fact, over 10 million people are drinking at levels that are risking their health or affecting others. Alcohol harm costs our NHS at least £3.5bn 

and our police, courts and prisons at least another £4bn. All of us are currently affected by alcohol harm. 

 

But alcohol harm is entirely avoidable. 

 

Alcohol Change UK exists to eliminate the harm from alcohol and to help people across the UK to develop a positive relationship with alcohol. 
We: 
 

• campaign for better policies and regulation 

• work to create healthier drinking cultures 

• deliver cutting-edge behaviour change programmes to help people take control of their drinking before they require specialist treatment
 collaborate with our friends across the diversity of specialist alcohol treatment to drive up access and impact, and 

• develop new knowledge to ensure that our work and the work of everyone who seeks to reduce alcohol harm is based on the best 
available evidence. 
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Our vision and mission: 
 

Our vision: A world free from alcohol harm. 

 

Our mission: To significantly reduce serious alcohol harm in the UK. 

 

Our values:  
 

Truthful:  We seek and tell the truth. 

 

Compassionate: We care deeply about everyone seriously harmed by alcohol, whoever they are. 

 

Ambitious for change: We are optimistic and determined.  
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Consultancy & Training Coordinator at Alcohol Change UK 
 
This is an incredibly exciting time to be joining Alcohol Change UK. We have just agreed a major new strategy, a five year financial plan and 
a brand new fundraising strategy. Now all that is needed is to make it happen! 
 
Our consultancy and training services work in two main ‘markets’: 
 

• consultancy and training to enhance local alcohol treatment services, working with both commissioners and providers of these services 

• consultancy and training to all types of workplace, supporting them to adopt healthier drinking cultures and better policies and practices 
when dealing with employees’ drinking problems. 

 
These services are generally offered on a not-for-profit basis: we charge for these services in order to be able to deliver them, we don’t 
deliver them in order to charge! As such, these services are seen primarily as a way for us to deliver on our mission, although we work to 
ensure that they pay their way. 
 
In both markets, we are looking to significantly grow our offering and this role will play a key part in that. By enhancing our planning, delivery 
and administration, this role will help to drive our growth and our success. 
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Consultancy & Training Coordinator 

 

Role description, April 2019 

 

Reports to:         Head of Development Programmes 

Direct reports:   none 

Location:             King’s Cross, London, WC1X 9NW 

Status, hours:   Permanent, part-time, 21 hours per week 

Salary:                 c. £25k FTE, pro rated to £15k 

All salaries are currently being externally benchmarked as part of a comprehensive review of the charity’s pay and grading po licy. 

 

Role Summary  

 

The Consultancy & Training Coordinator is responsible for organising our consultancy and training services. The postholder will administer a 

wide range of processes to ensure that things happen on time to the appropriate quality. The postholder also supports the Dry January 

campaign. 

 

Key Tasks and Responsibilities  

 

Training – Local alcohol treatment & workplaces 

 

1. Work with our associates to plan and schedule a comprehensive annual programme of ‘open’ training, booking trainers and venues. 

2. Seek new opportunities for running training courses ‘in-house’ or with other partners. 

3. Market our training courses, working with communications colleagues, including using the website. 

4. Answer queries about and take bookings for training courses. 

5. Organise training courses on-the-day, such as room set up, printing training packs, providing refreshments, etc. 

6. Monitor the effectiveness and quality of training courses by creating and analysing monitoring forms. 
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7. Producing reports and analytics that deliver insight into our training activity for senior staff and the board. 

8. Ensuring the health and safety of course attendees. 

 

Consultancy – Local alcohol treatment & workplaces 

 

9. Ensure the consultancy section of our website is kept up to date. 

10.  Actively market our consultancy services, helping to develop and engage with our pipeline of potential clients. 

11. Search for and help to process both reactive and proactive consultancy opportunities, running ‘bid/no bid’ meetings. 

12. Work with our associates to pull together high quality tenders for contracts and other similar opportunities for consultancy projects. 

13. Assist with the project management of more complex projects. 

14. Undertake coordination of certain elements within projects, such as booking venues, arranging travel, etc. 

15. Liaise with clients and seek to ensure they receive excellent customer care. 

16. Work with colleagues in finance team to stay on top of projects costs and income, raise invoices, etc. 

17. Monitor the effectiveness and quality of our consultancy work. 

18. Produce reports and analytics that deliver insight into our consultancy activity for senior staff and the board. 

 

Dry January  

 

19. Support the Head of Development Programmes with the delivery of the Dry January campaign, as required. 

20. Produce reports and analytics that deliver insight and analysis on this programme for both senior staff and the board. 

 

Cross-organisational Role 

 

21. Work closely with colleagues across the charity to support their work and to act as ‘one team’. 
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22. Contribute actively and positively to charity-wide strategies. 

 

Other Duties  

 

23. Accurately and proactively maintain our CRM. 

24. Continually develop your knowledge of alcohol harm and solutions to it. 

25. Act as a positive ambassador for Alcohol Change UK at all times. 

26. Know, embrace and actively uphold the values of Alcohol Change UK at all times. 

27. Be prepared to work evenings up to once a month, weekends up to three times a year, away overnight up to twice a year and some hours 
over Christmas and New Year. Time off in lieu would be earned.  
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Consultancy & Training Coordinator 

Person Specification, April 2019 

 

 Essential Desirable 
Demonstrable 
experience of 

1. Working in a busy, administrative role 
2. Producing engaging marketing materials and communications 
3. Designing and implementing systems and processes 
4. Producing accessible and insightful reports on progress 

• Working for a charity 

• Working in a role that is marketing and/or 
organising training and/or consultancy 

Skills and abilities 5. Excellent organisational skills 
6. Very high attention to detail. 
7. Good ability to use a CRM database 
8. Good ability to manipulate quantitative and financial data 
9. Good written English skills, including writing for the web, newsletter copy 
10. Good customer service skills, including good listening, interpersonal and 

negotiation skills 

• Design skills including using design software 

• Skill in setting up a CRM 

• Skills in ThankQ CRM 

Personal attributes 
and values 

11. High level of professionalism, hardworking, and ambitious for both your 
work areas and the charity as a whole 

12. High level of integrity 
13. Comfortable taking initiative 
14. Very high aptitude for team-working and creating ‘one team’ 
15. Compassionate and empathetic 

• Interest in the mission of Alcohol Change UK 

• Enjoyment of being in an organisation 
experiencing dynamic change 
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Working at Alcohol Change UK 
 
 
 

Hours of work 

 

35 hours per week for full-time roles. There are no fixed start and end times to the day. All staff can open/close the office. 

Flexibility We love flexibility. We offer flexible start and end times each day around core hours of 10.00am to 3.00pm, with extra flexibility 

possible by arrangement, for example for childcare arrangements. Time off in lieu is provided where staff work significant extra 

hours or weekends. All staff can be required to work some hours over Christmas and New Year to manage the Dry January 

campaign. We support homeworking by arrangement, within limits and where appropriate to the role. 

Place of work Our newly refurbished office is conveniently located at Kings Cross: 27 Swinton Street, London, WC1X 9NW 

Working culture We are a small, friendly team but we think big: we’re highly professional and we’re ambitious to reduce alcohol harm for as many 

people as possible, as rapidly as we can. We work together, as one team, and are supportive of each other. We encourage a 

culture of ‘experiment, fail, learn, and experiment again’ and actively encourage team members to speak out if they see something 

that can be changed or improved. We have regular team meetings, team lunch get-togethers, away days and informal socials. 

Development There is a healthy budget for training and development and all staff are strongly encouraged to make use of opportunities to stay at 

the cutting edge of their field and to learn new skills and gain new experiences. 

Holiday 25 days’ holiday plus bank holidays, rising to 28 days after 3 years’ service and 30 days after 5 years’ service. We also offer the 

ability to buy or sell annual leave. Leave is reduced, pro rata, for part-time roles. 

Pension Excellent employers’ contribution of 6% towards your pension scheme, with a salary sacrifice scheme option. Staff must currently 

contribute at least 2%. Staff contributions may increase in line with statutory pensions rules. 

Life Assurance We offer a Group Life Assurance equivalent to the value of three times gross annual salary. 

Employee Assistance 

Programme 

We offer confidential support 24 hours a day, 7 day a week for employees covering a huge range of areas, including legal support, 

relationships advice, health and wellbeing, etc. 

IT Our IT works well and is up-to-date. Remote working is supported on your own devices. 

Probation and notice Most posts have a six month probationary period, during which the notice period is one week. Probationary periods may be 
extended if necessary. After successful completion of the probationary period, the notice period rises to three or six months, 
depending on the seniority of the role. This role will have a three month notice period. 
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How to apply 
 
Any questions? If you have any questions about the role or would like an informal discussion about the role, you are welcome to emai l 
Richard Piper, CEO, at richard.piper@alcoholchange.org.uk 
 
What to send: 
 

✓ A CV (up to 4 pages) 
✓ A cover letter (up to 6 pages) that explains (i) why you want this role and (ii) how you meet the 15 essential elements of the person 

specification. Use one sub-heading for each essential requirement and give concrete examples throughout. If you can meet our 
desirable elements too, add these in as appropriate. 

✓ A completed equal opportunities form. A Word version of this is downloadable from the same place you downloaded this pack. 

Applications that fail to follow these instructions may be discarded. 
 
Where to send it: jenni.graves@alcoholchange.org.uk 
 
Deadline for your application: 9am on Mon 20 May 2019 
 
We will aim to get back to you by: 5pm on Thur 23 May 2019. All applicants will receive a response. 
 
Interview date: Tues 28 May 2019 (please note and reserve this date) 
 
Please read our privacy notice, available on our website, for details on how we use your information. 
 

mailto:richard.piper@alcoholchange.org.uk
https://s3.eu-west-2.amazonaws.com/files.alcoholchange.org.uk/documents/Alcohol-Change-UK-Equal-Opportunities-Form.docx?mtime=20190416162900
mailto:jenni.graves@alcoholchange.org.uk

