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Assistant – Insights, Impact and Innovation
Why do we need this role?
Help Musicians is here to provide musicians with the support they need now, so they can continue making the music we love today, tomorrow and beyond. From support with accessing specialist health care to career development skills, we aim to help musicians build sustainable careers in music, and to deliver measurable impact for individual musicians and the music industry as a whole.
The Assistant supports the effectiveness of the Insights and Innovation function by coordinating information, processes, and governance activity that enable services to operate, improve, and learn effectively. The role focuses on organisation, accuracy, and follow-through, ensuring that data, systems activity, and governance forums are well maintained and prepared.  It also has a focus on research, providing research assistance to our portfolio of insights projects across our charities. 
Reports to: Senior Manager: Design, Insights, and Innovation
Job level: Senior Administrator 
Our Values	

At Help Musicians & Music Minds Matter we:

Embrace change; recognising that change leads to opportunity and the potential to seek out better solutions for those we’re here to support

Are curious; recognising that insight, understanding and empathy enables us to deliver our best work

Value difference; knowing that diversity of thought, team and experience makes our charities stronger 

Come together; united through our appetite for music we’re committed to working collectively, doing the very best to support those that need our help

What does success look like?
1. Information, records, and processes are well organised and reliable, making it easy for others to find what they need and move work forward confidently.
2. Research, data, and insight activity is well prepared and presented, enabling colleagues to focus on analysis, learning, and decision-making.
3. Meetings, check-ins, and groups run smoothly, with clear agendas, accurate notes, and actions followed through.
4. Projects, improvement activity, and sign-off processes are supported with calm, consistent coordination, helping work progress without unnecessary friction.
5. Colleagues experience the role as dependable and supportive, contributing to a positive, collaborative working environment.
Key Responsibilities
Impact Reporting 
1. Support accurate and timely data entry, updates, and basic checks 
2. Run routine data quality checks (e.g. missing fields, inconsistencies) and flag issues for follow-up.
3. Support data clean-up and preparation of datasets or extracts for reporting and analysis.
4. Assist with collation of qualitive insights and preparation of descriptive reporting such as creating graphs


Service Improvement & Systems Coordination
4. Maintain the central service improvement log, ensuring issues, ideas, and actions are clearly recorded and up to date.
5. Track progress of logged system issues and improvement actions, chasing updates where required.
6. Support coordination of system-related activity by maintaining documentation, version control, and action logs.
Governance & Accountability Support
7. Coordinate key service governance meetings, including scheduling, agenda preparation, and action tracking.
8. Prepare papers, summaries, and updates for the Director, ensuring information is well organised and shared in a timely fashion
9. Maintain clear records of decisions, actions, and follow-ups arising from service governance meetings
10. Coordinate a Director sign-off gateway, ensuring items requiring approval are clearly identified, prepared, and presented in line with agreed criteria.
11. Maintain the management decision and sign-off log, recording outcomes, conditions, and follow-up actions.
12. Support senior colleagues to prepare concise sign-off summaries, ensuring decisions are informed and timely.
Cross-Charities Group & Forum Coordination (Including DEI)
10. Provide coordination and administrative support to internal groups and forums, including the DEI group, ensuring meetings are scheduled, papers prepared, and actions recorded.
11. Maintain documentation, action logs, and forward plans for groups, supporting continuity and follow-through.
Project Coordination and Research Support 
12. Provide coordination support to projects within the Insights and Innovation portfolio, including scheduling, tracking actions, maintaining documentation, and supporting reporting.
13. Maintain simple project trackers or plans, ensuring progress, risks, and dependencies are visible to project leads.
14. Support project leads with preparation of updates, papers, and materials for governance or decision-making forums.
15. Support research projects through desktop research, background evidence gathering, and preparation of draft materials, working to clear briefs and templates.
16. Coordinate research activity, including scheduling, documentation, and tracking actions and timelines.
17. Support preparation and formatting of research outputs, ensuring information is accurate, well-organised, and clearly presented.
General Support
18. Build effective working relationships across services and central teams to support smooth information flow.
19. Support senior colleagues with administrative and coordination tasks related to projects, reviews, and reporting as required.
20. Assistance with core financial processes such as raising POs, coordinating invoice payment as needed 

Person Specification: Experience, Skills and Knowledge
1. Experience of providing administrative, coordination, or project support in a busy team or organisational setting.
2. Strong organisational and time-management skills, with the ability to manage multiple tasks, track actions, and meet deadlines.
3. High level of attention to detail and accuracy, particularly when working with data, records, or documentation.
4. Confidence using digital tools and systems (e.g. databases, spreadsheets, shared documents) and willingness to learn new systems quickly.
5. Ability to prepare clear, concise documents and summaries from information provided by others, using templates and guidance.
6. Experience of coordinating meetings or groups, including scheduling, agenda preparation, note-taking, and action tracking.
7. Good written and verbal communication skills, with the ability to work professionally with colleagues at different levels of seniority.
8. Ability to follow processes consistently, while also spotting when information is missing, unclear, or needs updating.
9. An interest in, or basic understanding of, research, service improvement, data, or insight work (formal experience not required).
10. A proactive, reliable approach to work, with the confidence to chase actions, ask clarifying questions, and seek support when needed.

Assistant – Insights, Impact and Innovation
7-11 Britannia Street, London WC1X 9JS | 020 7239 9100 | recruitment@helpmusicians.org.uk |

image1.png




image2.png
I. Help
* Musicians




