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Department Coordinator

	[bookmark: _Hlk122621579]Job level
	Level 3
	Reports to
	Director

	Directorate
	

	Function
	

	Contract 
	Permanent 

	Location
	Hybrid (2-3 days onsite, dependent on department requirements)



Responsibility for resources

	Direct line reports
	0
	Responsibility for other resources
	High level of discretion required

	Financial resources
	0
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

Purpose of the role 
The Department Coordinator provides high-quality administrative, coordination, and operational support to the Director and senior team members, ensuring the smooth and efficient running of the team. The role enables effective communication, compliance, and governance while supporting project delivery, financial administration, and team development. By managing diaries, meetings, correspondence, and key department coordination processes, the post holder helps the team focus on strategic priorities and achieve its objectives.

Specific responsibilities and priorities will be tailored to the needs of the individual department and agreed through regular Performance Development Review (PDR) conversations, ensuring alignment with team objectives and local operational requirements.

Key responsibilities

· Manage diaries, schedules, and meetings for the Director and nominated senior team members, including arranging appointments, travel, and team events.
· Prepare agendas, minutes, and action points for team, committee, and board meetings, ensuring follow-up on agreed actions.
· Assist with team development and effectiveness, including onboarding of new staff with induction plans, supporting internal communication, and contributing to the improvement of aligned administrative processes and systems.
· Collaborate and connect with other Department Coordinators across the organisation to ensure alignment, share best practices, maintain consistent processes, and participate in regular coordination meetings.
· Handle correspondence, communications, and information requests on behalf of the team, maintaining confidentiality and professionalism.
· Maintain accurate records, databases, and online filing systems, supporting day-to-day administration and compliance with organisational policies.
· Process invoices, purchase orders, and assist with budget monitoring and resource management.
· Support cross-team / cross-organisation projects by tracking deadlines, actions, and project documentation, and assisting with the delivery of team initiatives.
· Coordinate workshops and team meeting events, ensuring smooth logistics and administration.
· Provide low-level governance support to senior leaders, including preparation of documentation for audits, compliance checks, and committee/board meetings if required.
· Maintain up-to-date organisational charts, ensuring all structural changes, reporting lines, and team movements are accurately reflected.
The duties and responsibilities described are not a comprehensive list and additional tasks 
may be assigned from time to time that are in line with the level of the role.

Person Specification

	Experience

	Essential
	· Previous experience in administrative or coordination roles, ideally within a charity or multi-stakeholder environment.
· Experience supporting senior staff, managing diaries, meetings, and projects.
· Experience handling basic financial administration, such as invoices, purchase orders, and expense claims.

	Desirable 
	

	Knowledge and skills

	Essential
	· Strong interpersonal skills; able to collaborate effectively with multiple stakeholders and teams.
· Highly organised with the ability to prioritise competing demands and manage multiple tasks.
· Excellent written and verbal communication skills, confident in liaising with senior stakeholders and team members.
· Collaborative and proactive, able to work effectively with colleagues to ensure alignment and consistent processes.
· Strong discretion and confidentiality, handling sensitive information with care.
· Proficient in Microsoft Office and other administrative systems.
· Awareness of best practice in team coordination, record keeping, and administrative processes.

	Additional requirements

	Essential
	· This post is a blended role for office and home working; travel to Zoo sites will be required. 
· Occasional support at evening or weekend events may be required, dependent on the requirements of the department.
· Strong commitment to creating a culture that lives ZSL values and commitment to safeguarding, equality and diversity (collaborative, inspiring, inclusive, innovative, impactful and ethical)
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