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About ditch the label
PART 1



We are Ditch the Label: the global and digital-first youth 
charity, helping young people aged 12-25 to navigate the 
issues affecting them the most. Whether that’s bullying, 
mental health, identity, relationships, or the bits in 
between – we’re here.

We are ambitious, defiant and most of all, passionate 
about driving meaningful impact and real societal change.

Each year, we reach millions of young people globally 
through our website and even more through the content 
we produce on social media and in collaboration with our 
partners.

Find out more at DitchtheLabel.org/about/

HOWDY!HOWDY!



Using research and 
big data to better 
understand young 

people, their 
challenges and the 
best ways to help 

them.

Research

Dedicated online 
support community, 
online psychologists 
and free toolkits and 

resources to help 
young people 

navigate the biggest 
issues in their lives.

DIRECT support

We use our 
campaigns to 

generate positive 
social change, driving 

behavior shifts and 
increasing public 
awareness and 

education.

CAMPAIGNS

Supporting young 
people in the 

classroom by using 
education to deliver 
impact and to drive 

positive societal 
changes, designed 

for prevention.

EDUCATION

How we 
work
How we 
work



Our CULTURE
One of the things we are proudest of here at Ditch the Label, is the 
welcoming culture of friendliness and team work that we have created. 
We take our work seriously, but not ourselves and believe that people
work at their best when they are at their happiest and in an environment 
that is chilled and relaxed. 

Walk into our office and you’ll experience a light and airy buzz, with 
vibrant music, tons of breakout spaces, unlimited snacks and pretty much 
every combination of coffee you could ever imagine. We are proud to
have a culture that permeates the values of Ditch the Label; we’re 
judgement free and here to support everyone in being their best possible 
selves.

Our UK office is based in central Brighton. Our USA office is based in 
West Hollywood, Los Angeles.



Our perks
We are big on self-care and practicing what we preach and so our 
manifesto really does permeate through the entire organisation, starting 
with each and every team member. Some of our perks include:
o Weekly team meditations, yoga and breathwork 
o Monthly team days out 
o Bring your pet to work days
o Early finish on Fridays 
o 28 day holiday entitlement (pro rata for part-time roles), plus R&R days and your 

birthday off
o Free snacks, flavoured/iced coffees and drinks 
o Open and supportive team 
o A beautiful office environment with calming essential oils, breakout areas 

and plenty of calm spaces
o Regular team briefs and catchups 
o Regular 360 appraisals and coaching 
o Team conference trips 
o Free Spotify premium 
o Cake days & office treats



JOB/PERSON SPEC
PART 2



JOB DESCRIPTION
We are looking for an Office Manager to join our UK head office team! If you've got 
an eye for detail and exceptional interpersonal skills, we'd love to hear from you.

We are looking for a proactive, detail orientated and confident individual who can 
provide administrative support to company management and staff to ensure the 
smooth running of the office.

This is a varied role that includes being the first point of contact for the charity, office 
management, administration and HR duties within a small team so would suit 
someone who is adaptable and happy to help wherever necessary.

There is room to grow in the role and add more responsibilities for the right 
candidate.

Both part-time and full-time options considered.

You will be based in our Brighton, UK office.



responsibilities
In no particular order

• Schedule meetings, calls and assist in arranging meeting agendas and preparing documentation
• Perform and maintain general office administration and liaising with building management 

regarding repairs and maintenance
• Perform reception duties such as answering phones / making calls / greeting guests
• Shredding and scanning of sensitive documents
• Filing / photocopying
• Maintain office correspondence, including company email accounts, enquiries, franking mail, 

shipping merchandise orders and receiving post/deliveries
• Prepare meeting agendas and documentation, perform research/prepare briefs for meetings, and 

take notes/minutes during meetings as required: Follow-up with team members / others where 
required

• Prepare documents such as interview forms
• Manage the diaries and schedules of senior management
• Book business travel arrangements, including flights, transportation, and accommodation for 

senior management and other team members
• Maintain company stock lists (such as merchandise, stationery and office refreshments) and 

reorder/replenish where necessary
• Maintain a strong working relationship with all team members and other relevant departments 

such as PR and accounting



responsibilities
Continued

• Handle routine HR duties including holiday requests, sickness records, uploading and updating 
documents, staff details, payslips and arranging staff appraisals

• Recruitment duties, including managing job advertisements, applications and interviews, 
welcoming new staff members to the team and preparing necessary paperwork (such as DBS 
forms and documentation requiring a signature) and uploading new team members details 
accurately to the HR platform

• Prepare and deliver reports to senior management as required
• Maintaining internal accounting procedures and systems, such as scanning and uploading 

receipts / invoices /expense forms to company system/s and bookkeeper's system/s, filing paper 
copies

• Planning and oversight of team recreational / team building activities to ensure we maintain a 
strong team morale

• Open up / close down office duties
• Light cleaning duties such as tidying, dusting, hoovering / organising / empty bins / prepare 

meeting area for guests and meetings
• Small ad hoc errands, e.g. buy fresh milk, coffee, sugar and biscuits / lunch for guests and the 

occasional coffee run!



Who we’re looking for
The ideal candidate will have the following:

ESSENTIAL:

• Proven and evidenced track record of office 
management / administration

• Excellent verbal written communication skills
• Excellent interpersonal skills
• Excellent IT skills including MS Office Suite 

(PowerPoint, Excel, Word) and Google docs
• Attention to detail
• The ability to work well both within a team 

and independently
• Excellent organisational skills

DESIRABLE:

• Experienced in dealing directly with clients
• Previous admin experience supporting a team 

of professionals
• Takes initiative & is proactive
• Enjoys taking responsibility
• A willingness to provide support and 

additional help across the team where 
necessary

• An understanding of young people and some 
of the issues they experience



PARTICULARS
If you are unsure about any of the specifications of this role, please contact us as 
we’d be happy to chat about your individual circumstances.

PART-TIME: £16k pa (depending upon experience)

FULL-TIME: £26k pa (depending upon experience)

Location: Brighton, United Kingdom

Office hours: Monday to Friday. 9am – 5.30pm

Contract: Full-time or part-time considered

Annual leave: 28 days, plus your birthday off (pro rata for part-time roles)



WE’RE EXCITED TO
RECEIVE YOUR 
APPLICATION!


