
All-Round Admin Dynamo! 
Are you a super organised person? Do you love a list, a calendar, a well-organised spreadsheet? Do you arrange your pencils in height

order and get the most out of every day with a positive, can-do attitude and an excellent sense of humour? 
Do you want to use your powers for good?

Hi there! Tales Toolkit is looking for an admin assistant to organise our chaos.
 

We are Tales Toolkit. We believe story is a super powerful learning gizmo and use storytelling to provide interactive, child-led resources
to schools. Our storytelling kits mean children can magically weave their own tales and creatively solve problems. Essentially it’s a fun
and exciting way for children to learn important development skills!

 

Tales Toolkit has gone from strength to strength, winning awards and partnering with local authorities and charitable organisations.
So far we’ve been winging it. It’s been all-hands-on-deck as we react to brilliant opportunities and successes. We’ve been very
fortunate; driven and supported by our amazing education practitioners.

Now we need someone who’s organised, adaptable, 
a good juggler (of jobs*) and an all-round efficiency machine. 

The ideal person will be able to pick up our tone of voice, and be able
to chat away via email or on the phone in the friendly and down-to-

earth way that typifies Tales Toolkit. 
 

*Actual juggling not discouraged.



We need a Trinny or Susannah of the workplace to declutter our processes, organise our filing and get us moving forward with easy
access to information so we can make better use of our time. 
You’ll also be the first port of call for many of our interactions with teachers, experts and organisations, so bring your
communications and customer service hats.

What you'll be doing:

Customer Welfare Warrior:
Interact with our schools, hear their imaginative

stories, help them solve problems and get the most
out of their Tales Toolkit subscriptions. Chat with

potential customers and give them information on
what we do. 

 
 

Admin Overlord:
Untangle the threads of ideas and make them happen.
Bring calm to the chaos. Filter communications so the

right stuff goes to the right people. Manage our
processes and regularly update our working

spreadsheets, keeping everything ticking over nicely.
Make sure we don’t forget anything: appointments,

trains, ‘cake Friday’ - the important stuff. 

 
 

What are we

looking for?

Organisation skills and attention to detail
People skills and an ability to build strong relationships
High level of written and spoken English
Great tone of voice, with an ear for our branding
Adaptability, can turn your hand to many different things
Skill with a spreadsheet
Ability to keep many plates spinning (metaphorically**)
A head for numbers
A talent for efficiency

Necessary:

** Actual plate spinning not discouraged***
***In fact, any circus skills a bonus

Knowledge of the education sector (specifically Early Years)
Familiarity with CRM tools e.g. Streak
Familiarity with accounting software e.g. Xero.
Experience of the demands of working remotely (Zoom calls, pyjamas on your bottom
half etc)

Nice to Have:

 What do you get?

As a Tales Toolkit team member, you’ll be helping give
children the best possible start in life, while introducing a
little more playfulness into the world. It's a win win!

 

15th August 2022

-       Remote work
-       Part-time, flexibility. 3-4 days a week, days and times negotiable
-       The satisfaction of making a difference to the lives of children and teachers
-       Day off for Birthday
-       Cake deliveries (if you’re really good)
-       Money! £19,000 (FTE) 

 


