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Job Description 

 

Operations Co-Ordinator 

 

BookTrust 

BookTrust is the UK’s largest children’s reading charity. We know that children who read are 
happier, healthier, more empathetic, and more creative. They also do better at school. 

Working with every local authority and across every region in England, Northern Ireland, and 
Wales, and supported by Arts Council funding, we reach over 3.9 million children a year with 
books and resources through partners in schools, children’s centres, health visitors and 
libraries. This incredible network helps us to get children excited about reading from an early 
age. 

Job purpose 

The Operations Co-ordinator is responsible for the end-to-end process relating to the book 

gifting programmes. The post holder will have responsibility for: 

• Procurement of resources through our supplier to support our programmes. 

• Co-ordinate the delivery of books and resources to our warehouse  

• Working without warehouse to manage stock and co-ordinate delivery of programmes 

across the UK 

• Providing customer service to stakeholders 

• Provide Reports and measurements of supply chain activities 

 

This position will be based in our Battersea office. 

This is a permanent role. 

 

This post holder will report to: Head of Supply Chain and ICT 

This post holder will manage n/a 

 
Key responsibilities 
 

Planning and Procurement 
The programmes contain various resources, for which the co-ordinator will be the first point of 
contact for suppliers and will work with our suppliers to 
 

1. Cost effectively purchases resources 
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2. Ensure compliance with the correct specifications 
3. Produce productions and monitor progress with suppliers 
4. Monitor the performance of the supplier 

 
Warehousing and delivery 
Effective and efficient communication with the warehouse is key; the co-ordinator is responsible 
for ensuring that the warehouse is fully briefed, and accurate information is provided to allow a 
cohesive relationship and effective delivery of the programmes in full and on time 
 

1. Liaising with the warehouse on programme activities 
2. Instructing the delivery profiles to the warehouse 
3. Managing queries and issue with the warehouse 
4. Managing SLAs against the programme requirements 
5. Ensuring programme delivery is complete in full, on time and within budget 

 
Customer Service 
Provide excellent customer service to stakeholders, including 
 

1. Acting as the first point of contact for Schools, Local Authorities and any external 
customer enquiring about BookTrust and its activities 

2. Maintain accurate customer records withing our system and report any service issues to 
the Head of Supply Chain and ICT 

3. Assist the successful delivery of external customer service communications 
4. Maintain accurate customer details and records within our systems 
 

Data and reporting 
Account’s maintenance of data is key to the role and the co-ordinator will 

 
1. Manage accurate and up to date data within out systems 
2. Provide updates and report for teams across BookTrust 
3. Carry out all duties in line with BookTrust policies and procedures and be prepared to 

undertake additional reasonable duties as required. 
 

 

PERSON SPECIFICATION 

 

CRITERIA E or D 

Knowledge 

a. Working knowledge of supply chain E 

b. CRM / Data Base management knowledge D 

c. Microsoft Suite E 

d. Intermediate Excel or higher  E 

Experience 

a. Experience in a supply chain role E 
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b. Customer Service experience – providing excellent customer service to 
internal and external stakeholders  

 
 
 
 

E 

  

  
Skills and Attributes [Insert relevant BookTrust Organisational Behaviours here along with other core 

skills required] 

a. Communications – clear and concise in both written and orally 
communication 

a.  

E 

b. Creative and thinking E 

c. Ambitious and embraces change E 

d. Collaborative working 
e. Accountability and integrity 

E 
E 

f. Attention to detail – review data and ensure that the reports are accurate 
every time 

 

E 

g. Problem solving skills – think logically about problems, gathers the 
information, engages with teams and provides solutions for review. 

h. Multitasker – be able to manage more than one task at a time 
i. Self-starter 
j. Calm under pressure 
k. Patient 

 

E 
 
E 
E 
E 
E 

Qualifications 

a. CIPS diploma D 

b. A-levels E 

  

  
*E = essential criteria D = desirable criteria 

 

Terms and Conditions 

• Salary: £27,505 - £29,821 

• 28 days holiday, plus public holidays 

• Pension scheme – 7% employer contribution 

• 3 x salary life assurance 

• Employee Assistance Programme 

• Season Ticket Loan Scheme 

• Flexible working scheme 
 

Want to join us? Find out more about who we are at: https://www.booktrust.org.uk/about-
us/work-at-booktrust/  
 

https://www.booktrust.org.uk/about-us/work-at-booktrust/
https://www.booktrust.org.uk/about-us/work-at-booktrust/
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To apply, you must submit your CV and attach a covering letter of no more than two pages 
outlining your suitability in relation to the person specification.  
 
Our Commitment to Diversity and Inclusivity 
 
We aim to provide an inclusive recruitment process and actively welcome applications from 
diverse talent pools: BAME candidates, candidates with disabilities and long-term conditions 
and candidates from underrepresented communities.  
 
We are committed to equality of opportunity and want to ensure we have an accessible 
application process for all candidates. If you need any reasonable adjustments or would like us 
to do anything differently during the application process, please contact our HR team on 
HR@booktrust.org.uk or 020 7801 8855/8856 to discuss your requirements further. 
 
BookTrust is committed to safeguarding and promoting the welfare of children. The recruitment 
and selection process reflect our commitment to safeguarding therefore, the suitability of all 
prospective employees will be assessed during the recruitment process in line with this 
commitment, and pre-employment checks. 
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