
 
 

Job Description: Playing Out Operations Officer  

 

Position:   Operations Officer 

Accountable to:  Executive Directors 

Hours:  4 days / week (0.8 FTE). Ideally Mon-Thurs 

Salary: £20-23k pro rata, depending on experience (with generous holiday 
allowance, plus pension)  

Holiday:   6 weeks plus pro-rata public holiday allowance 

Terms:  2 years initially 

Location: Bristol 

 
About Playing Out 
 
Playing Out is a small Bristol-based social change organisation with a national reach. Our vision is that 
children across the UK have freedom to play out and get around the streets and open spaces where 
they live – to be healthy, happy and part of their communities.    
 
Playing Out began with a creative action by neighbours on one Bristol street in 2009. We are now a 
small but influential Community Interest Company, leading a national and international movement for 
change.  
 
Our main work is promoting and supporting the resident-led ‘temporary play street’ model which has 
so far been taken up by over 1,000 street communities and 80 local authorities across the UK. We are 
now at a point of significant growth in communities and councils coming on board. 
 
We also work in all kinds of creative ways to shift thinking and policy about children, streets and cities.  
 
Over the next couple of years, we will be particularly focusing on how playing out can bring diverse 
communities together and benefit children in the most disadvantaged areas. 
 
Throughout lockdown, and fully supported by our funders, we have responded to new challenges and 
needs around children being outside, street space and communities; and also taken up new 
opportunities to reach wider audiences, primarily through our developing webinar programme, and to 
find new routes to change things. We will continue to adapt and respond creatively and responsibly. 
 
We are a small friendly, passionate and committed team: a managing director and co-director (both 
parents and professionals who originally helped to co-found the organization), a play streets 
development officer; and various freelance workers that we collaborate with in Bristol – along with the 
wider Playing Out network of activists, partner organisations, influential individuals and supporters 
across the UK and internationally.  
 



 
 
 
About the Role 

This is a great opportunity for someone very pragmatic, tech savvy, organised and good at problem 
solving to play a key supporting role within an innovative, fast-paced, change-making organisation 
punching above its weight.  
 
This role will support all of our external play streets, campaigning and creative work through efficient, 
practical, administrative and technical/digital support, enabling our small team to bring about the 
greatest possible impact. There will also be opportunity to work on various projects and get out and 
about occasionally. 
 
This role requires a positive attitude and a flexible approach; to be willing and able to take on a wide 
variety of tasks, from co-organising events to keeping track of our impact, to doing day-to-day social 
media and anything else we need help with.  As a tiny, innovative team, we are both strategic and 
sometimes needing to invent things as we go! We need someone who will be excited to get stuck in 
and learn. There is also the potential for this role to grow with the person and for there to be more 
responsibility as it develops.  
 
We have a shared office space, close to where Playing Out began in BS3, and are currently working in a 
flexible way – largely home-working with regular Zoom meetings, and now starting to build in safe 
office use and outdoor meetings. There are likely to be some permanent (hopefully positive!) changes 
to the way we work as a team as a result of Covid-19, which we are still working out. These will still 
involve an office / desk / team space, but with more flexibility, so anyone joining the team will need to 
be happy working semi-independently, be self motivated and very comfortable using technology to 
communicate and “meet up”, alongside regular real life meetings and co-working.  
 
 
Tasks and Responsibilities 
 
Communications and Website 
 

• Being virtual ‘front of house’ for Playing Out with good knowledge of our resources and 
information. 

 
• Triaging email, phone and Facebook enquiries, sign posting to sources of information and 

support, and making sure they are responded to in a friendly, timely and helpful way. 
 

• Logging enquiries and contact details according to our privacy policy 
 

• Keeping our Word Press website up to date and accurate, adding new pages, uploading 
documents, publishing blogs, liaising with web developers.  

 
• Updating, formatting, organising the design and print of resources  

 
• Managing our mailing lists, preparing and sending mailings (using Mailchimp) 

 
• Helping to organise and support our webinars on Eventbrite and Zoom  

 



 
• Helping with ‘community management’ of social media channels – regular posting on Facebook, 

Twitter and Instagram 
 

• Keeping an eye on the media, ‘listening in’ and spotting relevant stories; supporting media work 
 
Events and projects 
 

• Supporting organisation of events such as our annual ‘Activator Day’ and local authority training 
days 
 

• Administrative and operational support to Playing Out projects as needed. 
 

• Overseeing operational needs of small creative projects (e.g. a new short film, creating 
infographics) 

 
• Doing online background research where needed 

 
 
Monitoring and reporting 
 

• Collecting and collating data required for evaluation, learning, reporting to funders and 
demonstrating impact. 
 

• Managing online relational database (Airtable) of national activity, enquiries, contacts, case 
studies & media that underpins our work. 
 

• Putting together a quarterly and end of year internal report to a template provided and 
providing quantitative and qualitative information on national activity to other members of 
Playing Out team and partners as required.  

 
 
General administration 
 

• Maintaining all internal systems such as Dropbox and setting up new ones where needed. 
 

• Ensuring internal communications, calendars, meetings, filing, ordering, postage, travel, mailings 
and deliveries etc. all happen in an effective, professional and timely way. 

 
• Providing practical support for external meetings and events  

 
• Organising regular team meetings, taking minutes and noting actions  

 
• Ensuring HR systems are up to date/compliant, administrative work helping with recruitment or 

freelance employment; ensuring other company policies are up to date and legally compliant  
 

• General ‘mucking in’ where needed. 
 
 
 
 
 



 
Office Space  
 

• Ensuring our workplace is professionally managed and a great place to work: liasing with 
building manager/landlord around practicalities; overseeing practicalities around any future 
office moves  

 
IT 
 

• Ensuring IT systems are all working well, secure and regularly backed up 
 

• Organising or providing IT support for team where needed 
 

• Researching and suggesting new IT systems or software to improve our effectiveness 
 

Key relationships 

• The Operations Officer is line-managed by Playing Out’s Managing Director 
 

• The role works closely with the Play Streets Development Officer  
 

• The role is key to Playing Out and the successful candidate will work with the whole team on 
relevant pieces of work.  

 
 
Person specification  
 
Essential personal qualities:  

 
• An ‘enabler’ who relishes facilitating others and can make things happen smoothly and easily 

 
• A problem solver who is very happy independently finding solutions where needed 

 
• Good communication skills  

 
• Highly IT/digital literate and happy working online 

 
• Stickler for detail and accuracy 

 
• Organised, systematic and reliable, with a professional attitude to work 

 
• Quick to learn and pick up new systems 

 
• An ability to both use initiative and take instruction 

 
• An ability to both work independently and in a small team 

 
• Ability to prioritise and manage diverse workload with competing deadlines 

 
• Clear-thinking; pragmatic; solution-oriented and calm 



 
 

• A belief in the work we do and the change we are trying to make 

• Willingness and ability to travel and provide practical support for events etc. 

 
Essential skills and experience: 
 

• Experience of a similar role (in any sector or setting) 
 
• Proven ability to set up and manage effective office/admin/online systems 

 
• Proven ability to quickly learn new digital systems (e.g. Wordpress, Mailchimp…) 

 
• Good familiarity with Macs, or ability and willingness to quickly learn quickly 

 
• Good knowledge of Office software (ideally for Mac, see above point) 

 
• Effective, accurate written and verbal English 

 
• Competent with numbers and spreadsheets 

 
• Familiarity with using social media (ideally in a professional role) 

 
• Experience of dealing with enquiries from a range of people 

 
• Involvement in event/project organisation 

 
 
Desirable: 
 

• Experience of updating websites using Wordpress/CMS 
 

• Experience of Mailchimp and mailings 
 

• Experience of using and maintaining a relational database 
 

• Experience of organising on-line events (eg webinars on Zoom) 
 

• Experience of working within a small change-making or creative organisation, company or team 
 

• Personal/professional experience of community work or activism  
 
 
 


