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	Venture Support Coordinator
Job Description and Personal Specification

	
	

	Job title:
	Venture Support Coordinator

	Place of work:
	London

	Hours of work:
	Full-time / 37 Hours or 4 days p/w

	Salary/Grade:
	Up to £26,000 – D (Base: £23,743.17 + LLA £2256.83)

	Reports to:
	Sunil Suri, Venture Support Lead

	Level of screening:
	Standard DBS

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

	Where you fit in

	Catch22’s Incubate, Accelerate, Amplify programme, delivered in partnership with the National Lottery Community Fund, supports social entrepreneurs with future-focused ideas that reimagine how public services are delivered. 

We offer a two-year programme of tailored support which also includes a £30,000 grant, access to relevant services and delivery experts, a dedicated mentor and a co-working space alongside a growing community of social entrepreneurs.
Since launching in 2016, we’ve worked with 8 social entrepreneurs who have launched award-wining social ventures like Unlocked Graduates, Offploy and Lighthouse, who have collectively secured over £17mn in income and are driving reform across the public sector. 
About The Role
As Venture Support Coordinator, you’ll be part of a two-person team that is be responsible for the delivery of Catch22’s Incubate, Accelerate, Amplify programme.
You’ll be joining at a crucial time as we’ve just selected 4 new social entrepreneurs after running our first ever open application process.

In this role, you’ll deliver tailored support to each of the ventures, help to develop our engagement strategy as we build out our partnerships and ensure the operational excellence that’s required to make the programme truly transformative for the social entrepreneurs we support.
You will be very hands on, working with our social entrepreneurs every week of the year. And while we’re proud of what we’ve achieved since 2016, our incubation programme is still at an early-stage of development meaning you will have significant autonomy to experiment with the delivery of the programme.
Supporting you in delivering the programme is the Venture Support Lead – plus you’ll draw on resources from across Catch22.
Who is this role for?
We expect applicants will have a broad variety of backgrounds and length of experience. As a general rule, we hold ‘number of years’ much more loosely than valuable experience, skills, capabilities, potential and most importantly of all: a ‘can-do’ attitude.

There will likely be opportunities for career progression as the programme develops and as the social ventures we support grow. 
If you are interested in an informal chat to learn more, please email incubation@catch-22.org.uk
Read More
· Why are we supporting social entrepreneurs at Catch22?
· Meet the innovator revolutionising children’s care in the UK
· What did we learn from the first application process for Catch22’s Incubate, Accelerate, Amplify programme?

· Four new social entrepreneurs join Catch22’s Incubate, Accelerate, Amplify programme


	Main Duties & Accountabilities


Some of the big challenges we want you to take on are to:

Provide exceptional support to our early-stage social ventures so they can achieve national impact and become leaders in the social enterprise sector.
You’ll be supporting 4 different social entrepreneurs to achieve early-stage product-market fit and to secure seed funding to test their ideas. After two years, we want to see each of the social ventures we support achieve some degree of scale.
We treat our programme as a start-up: you’ll be creative in the delivery of the programme incorporating best practice and ideas from elsewhere, and take on feedback from our social entrepreneurs on what works and what doesn’t.

You’ll work hands on with our social ventures at every stage of their journey and frequently deliver support where you’ll be figuring it out as you go along: no week will look the same.
Develop and implement our engagement strategy as we look to secure the long-term sustainability of our programme.
Together with our Venture Support Lead and Head of Partnership Development, you’ll be responsible for developing our engagement strategy to secure follow-on funding for Catch22’s Incubate, Accelerate, Amplify programme when the National Lottery Community Fund’s support runs out in late 2020.


You’ll refine our messaging, orchestrate ‘Meet the Innovator’-style events and deliver presentations to corporates, funders, trusts and the wider social enterprise sector as we promote the work of our programme.
Nurture a diverse pool of talent and set of partnerships to support, challenge and inspire our social entrepreneurs.
You’ll continually be on the hunt for people with specific expertise and partners to support the delivery of our programme. You’ll tap your existing networks, but you’ll also need to be ever-present in London’s social enterprise scene.
Ensure that the programme runs like a well-oiled machine and maximise Catch22’s resources for the benefit of our social entrepreneurs.
You’ll be responsible for maintaining a suite of behind-the-scenes systems and resources to keep things running like clockwork (think Trello, G Suite and Survey Planet). Along with the Venture Support Lead, you’ll ensure that Catch22’s services, experts and networks are unlocked and made available to each of our social entrepreneurs at just the right time.

Support innovation across Catch22 to make us better at delivering public services that work for the people who need them most.
You’ll help to foster a brilliant of culture of learning and mutual support by sharing the learning and insights from our programme across Catch22. 

This may mean organizing ‘Lunch & Learns’ on a specific topic or briefing our senior leadership on the progress of our social entrepreneurs. You’ll also be the primary point of contact for staff who want support to be more entrepreneurial.

	What does good look like for this role?


About You

You’re exceptionally well-organised. You are comfortable managing a large to-do list, skilfully prioritizing while meeting the expectations of others.
You’re a highly empathetic and patient relationship-builder. You’re a master communicator: charming, persuasive, an exceptional listener. From pitching for investment to coaching our social entrepreneurs, you’ll intuitively know how to communicate.

You’ve got experience of facilitating learning and development, love tinkering and are unafraid of failure. You bring new ideas to the table, experiment with different social innovation methods and models and are adept at making the most of limited resources. You also don’t mind when things don’t work out because that’s where the best learning happens.
You’re a continual learner who loves giving and receiving direct feedback and doesn’t mind saying ‘I don’t know’. You love reading and are able to synthesis information quickly to produce stellar recommendations and insights. You seek out opportunities for rapid personal development and are generous in providing insights into how others how can be better.

You’re not afraid of working hard in pursuit of a big vision.
	Organisational Relationships

	The Venture Support Coordinator will:

· Report to the Venture Support Lead;

· Build outstanding relationships with all Catch22 social entrepreneurs being supported;
· Develop excellent working relationships with relevant corporate and operational colleagues.



	Job Title: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	· Educated at least to GCSE level with good knowledge of internal office systems.

	· Social enterprise course.
· Coaching qualification.
· Qualified to degree level in a relevant field. 
	Application Form

Interview/Selection Process

	KNOWLEDGE
	· Strong understanding of the early-stage social venture space and incubation/acceleration support.
· Project management tools (i.e. Trello), G Suite products and MS Office.

	· Legal context in which a charity or social enterprise operates within.
· Funders and trusts that support early-stage social ventures.

	Application Form

Interview/Selection Process

	EXPERIENCE


	· Advised and worked with social entrepreneurs.
· Worked with a wide range of internal and external stakeholders.
· Written successful bids/tenders/proposals for government funders, trusts, foundations, social investors and corporate organisations. 
	· Ran your own social enterprise – or worked for one.
· Proven ability to use innovation methodologies (HCD or Lean Startup).
· Proven ability to organize events and facilitate workshops/meetups involving social enterprise community.
	Application Form

Interview/Selection Process

	SKILLS & ABILITIES
	· Well-organized.

· Expert problem solver – able to assimilate lots of information quickly and provide clear recommendations.

· Excellent communication skills – verbal and written.

· Highly empathetic and patient – we want to move fast but work in a context where there are competing priorities.
· A people person with brilliant networking skills to make connections across Catch22 and external audiences.
	· Proven ability to proof read and edit documents quickly.
	Application Form

Interview/Selection Process

	OTHER
	· Share Catch22 values.
· Awareness of and commitment to Equality & Diversity.
· Willing to travel and work flexibly.
· Desire to develop and undertake training as required.
	
	Application Form

interview/Selection Process


