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Welcome to 
Participatory City

Tessy Britton

Chief Exectuive

Exciting times!  We are about to scale up the work we 
have been developing over the last 7 years through a 
brand new organisation - the Participatory City Foundation. 

You will be joining the organisation at the best possible 
time — right at the beginning.  We are building a new 
diverse team of 24 people by Year 3. Together with a 
large network of specialists this team will become the 
platform organisation for the groundbreaking Every One 
Every Day initiative in Barking and Dagenham.

Working with an incredible group of Trustees and partners 
we are launching an ambitious idea — to make practical 
participation a key building block for improving the 
everyday life of residents throughout the borough. Our 
partners include Barking and Dagenham Council, Esmée 
Fairbairn Foundation, Big Lottery Fund and City Bridge 
Trust, and we will be building collaborative partnerships 
continuously in the borough and with a number of cities 
across the world. 

Departing from the old ideas of ‘top down’ and ‘bottom 
up’ we’re building a new type of distributed support system 
in the borough. Over the next 5 years Participatory City 
will work with local residents and organisations to create 
a high level of new activity.  With a budget of £6.4 million 
Every One Every Day  will grow a new network of 250 
projects and 100 businesses.

This is not an intervention nor a programme - its a whole 
new sustainable system - built from the ground up, with 
people’s creativity as the starting point. It will combine 
the benefits of peer-to-peer participation projects, with 
businesses and services - working together to improve 
the overall wellbeing of the neighbourhood, leaving no 
one behind. 

We hope that you enjoy looking through this candidate 
pack and that the opportunity to shape the future of the 
Participatory City and the fantastic Every One Every Day 
initiative appeals to you.  

We hope you will consider applying to join our team!
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1 London Borough

5 years 

250 new projects

100 new 
businesses

25,000 people 
participating

The London Borough of Barking and Dagenham has long 
been an area of change. Recent demographic changes 
in particular have challenged traditional ideas of the area 
and of its population. There is a pressing need for the 
lives of people of living here to improve. It’s the ninth 
most deprived local authority in the country with significant 
health, economic and cohesion issues.

However the borough is also very rich in talent, creativity 
and enthusiasm, with brilliant resources, including community 
centres, schools and parks. The people we have spoken 
to in the neighbourhoods we visited during our research 
phase tells a very positive story. People we met are 
honest, proud with a rich history and heritage. They are 
increasingly diverse and young. And like almost all 
communities they are full of ideas … and want to help 
create a better future for themselves and their families.

Participatory City will be supporting people to participate 
in everyday projects and start community businesses, 
running a Neighbourhood School Programme so that 
people from the borough, the rest of the UK and other 
countries can learn with us to bring those ideas to their 
cities. 

Our research programme will continually measure and 
monitor the impact we’re having and will codify our 
approach to make it easily replicable elsewhere. And our 
work with the local authority will focus on combining the 
services of the council with the emerging participatory 
system ecosystem.

The Every One Every Day initiative 
intends to provide a platform for this 

creativity and energy. As the 
borough grows, so too will the 

improvements to everyday life grow 
for the people living there.

The Every One 
Every Day 
Initiative:
Barking & 
Dagenham
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In recent years local people have been inventing unique 
and imaginative projects across the world. These projects 
see people working together on practical ideas that 
make their neighbourhoods more exciting and enjoyable 
to live. 

We refer to these types of projects as ‘participation culture’. 

These projects include the creation of participation 
opportunities to share knowledge, spaces and resources, 
for families to work and play together, for bulk cooking, 
food growing, tree planting, for trading, making and 
repairing, for growing community businesses. These 
practical ‘common denominator’ activities are universally 
appealing and are accessible entry points in the 
participation network - attracting people from different 
cultures, backgrounds and ages, and with different types 
and levels of confidence, skills, health, available time and 
interests.

By taking part in these projects people become creators 
of the places in which they live - becoming collaborators 
and co-producers as well as consumers. Taken together 
in one place, these many ideas could make life significantly 
better for people and for the planet.  And we like it all 
the more because this form of participation has been 
invented by citizens themselves.

And that’s the Every One Every Day idea in a nutshell: 

Participation Culture

Places made by everyone, for everyone. 
Creating vibrant places that leave no one 
behind.  
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How We Are Organised

LBBD PCF

Office 
Manager

Apprentices

Projects  
Co-ordinator

Trainees

Local 

researchers
Specialist 

Tutors

The School team members are based 
in The Warehouse. 

Responsible for knowledge building 
(research, analysis, codification, 
development evaluation) and 
knowledge dissemination and scaling 
learning in the neighbourhoods and 
through the City Programme. 

S C H O O L  

Research 

Director

Researcher

Programmes 

Director

Tutor Mentor

D E V E LO P M E N T  

N E I G H B O U R H O O D  

Placements

Shop 1 
Project 

Designer

Apprentices

Placements

Shop 2 
Project 

Designer

Projects  
Co-ordinator

Trainees

The Development team members, 
which includes the Chief Executive, 
development and operations roles, are 
based in The Warehouse but work 
throughout the organisation. 

Responsible for co-ordination and 
strategy, working closely with Network 
Manager, Programmes Director, 
Research Director and Lab Director as 
the Strategy Group. 

The Neighbourhood team members 
are based in local high street shops 
and are the entry point for residents 
and local organisations. 

Responsible for growing the network 
of projects & businesses. The network 
will grow to 5 Shops with 25 hubs over 
the initial 5 years. 

2 Shops in Year 1

5 Shops by Year 3

Chief Exec

Development 
Director

Operations 

Director

Graphic 
Designer

Networks 

Manager

Warehouse 
Manager

C O - P R O D U C T I O N  

The Co-production team members are 
based in The Warehouse and are 
members from Participatory City and 
Barking and Dagenham council. 

Responsible for co-production design 
and systemic integration of 
participatory ecology, services, 
businesses and industry, integrated 
responses from multiple actors to 
complex issues. 
  

Insights 

team

Lab 

Director

Lab  
co-ordinator

Council 

specialists

Strategy Group

Full time

Part-time, temporary

O N E  T E A M  

Specialist 
Network
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How We Work

We are stronger together and we do our best work when people from every walk 
of life are involved. Creating new ways for everyone to take part on an equal footing is 
at the heart of everything we do. Success will be measured by how well we collaborate 
and what this achieves.

We include everyone

We are trustworthy - honest, respectful, open and reliable - making firm commitments 
and holding ourselves to account. We extend trust, knowing that networks of trust 
and support unlock creativity in everyone. We give others the stage. We think as a 
connected and co-dependant system, act as a friend.

We build trust

We roll up our sleeves and get stuck in, whether it’s washing up, welcoming others or 
completing a project. We don’t wait to be asked. We value the effects of momentum, 
doing what we can with what we have, where we are. We drop everything to support 
each other to make things happen quickly and successfully.

We get things done

We are bold, imaginative, experimental, analytical - always looking for more effective 
ways of doing things. Creativity means more to us than how things look - it runs through 
everything we do. We cultivate an atmosphere of  good humour - we are creative when 
there is a sense of playfulness.

We are creative and playful

Whilst grounded in common sense and knowledge, our work is in the new, the 
emerging. With a learning and entrepreneurial mindset we look, we listen, we 
ask why, what if and what else? We build new insight and knowledge collectively, 
through discussion as well as data. We celebrate when things go well. We reflect, 
learn and have a cuppa when they don’t. We bounce back quickly.

We learn as we work

We meet people where they are. We make ideas both understandable and exciting. 
We take responsibility for communicating to everyone, distilling, simplifying and 
personalising.  We communicate through conversations, words, drawings, images, 
diagrams, models, music, stories and films, creating many different methods for people 
to interact with ideas - on their own terms and in their own way.

We communicate, all the time

We are here for a reason - supporting 1000s of people to work together to co - produce 
positive, measurable, real - world effects. We keep an eye on the detail and the 
big picture, growing the impact of the work methodically and persistently, step 
by step, day by day. Big valuable things are achieved through many small things 
getting done by many people.

We create value collectively
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Org Ref: 4.7a
Job Title: Office Manager
Location: Barking & Dagenham, London. Role will include working and travel to all parts of the 
borough.
Salary: Up to £33,250 per year.
Type: 2 year contract initially with expectation of extending for a further 3 years, subject to funding.
Hours: 40 hours/week - will regularly involve some evening and weekend working.
Holiday entitlement: 30 days (plus bank holidays).
Pension: Workplace pension.
Reports to: Development Director and Operations Director.
Responsible for: No direct reports - will work with key stakeholders.

Job Description

Chief Executive

DEVELOPMENT

Phases

Operations
Director

Graphic 
Designer

Development
Director

OFFICE 
MANAGER

Jan 2018
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About this role
You will be a vital member of the organisation’s teams, working across all the working functions 
of neighbourhoods, research, programmes and design. You’ll be an inspiring role model for all 
of the people you work with, using your excellent people skills to help your team shine, and to 
bring out the best of everyone in every situation.

You will lead and oversee all office operation functions for Participatory City, with particular 
emphasis on finance and HR. Initially you will be working to set up all the relevant and necessary 
processes and procedures such that Participatory City can operate efficiently and in line with 
the requirements of our funders and the Charity Commission. 

You will work closely with the Participatory City Development Team to ensure that all matters 
of finance and HR are properly developed, implemented and controlled. As we are an exciting 
new organisation this role is not for someone who wants to sit in a back-office all day- you’ll be 
a key driver of the development of the Participatory City organisation. 

You will be working closely with the Warehouse Manager to design and arrange events and 
community building activities, and organising and re-organising the work spaces as the needs 
of the Every One Every Day Initiative change.

From time to time you will also be required to help deliver the wider Participatory City aims and 
objectives, particularly in the Neighbourhood Shops and Hubs Platform.

Duties/Responsibilities of this role
• Manage Participatory City accounts. Using 

cloud based accounting tools, reconciliation, 
managing cash-flow, (approx 1.5 day/
week).

• Budgeting and forecasting (approx 1 day/
week).

• Manage HR  for the organisation. Contracts 
and annual leave (approx ½ day/week).

• General office management activity to 
include scheduling and project planning; 
managing diaries; organising and logistics 
(approx 2 days/week).

• Setting up of financial processes and    
procedures for the organisation (in       
conjunction with our accountants).

• Manage payroll, PAYE, VAT, statutory    pay-
ments, staff leave.

• Organise travel.
• Work with accountants and auditors as necessary.
• Oversee the financial health of the business.
• Help to prepare end of year reports to comply 

with necessary legislation.
• Contract management of assets and people.
• Help other Participatory City team and budget 

holders to achieve financial objectives such as 
delivering projects on time and budget such 
that spend is in line with forecast and properly 
managed.

• Record keeping, measuring, monitoring.
• Manage other office activity eg IT, and supplies.
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Person Specification

Skills
ESSENTIAL

• Setting up financial processes.
• Setting up HR processes. 
• Creating budgets and forecasts to support 

organisation aims and objectives. 
• Working with funders and local authority 

to ensure their financial governance/ 
monitoring requirements are being 
met. 

• Able to convey information to a range 
of stakeholders and audiences. 

• Working with accountants to complete 
end of year accounts and necessary 
submissions to the Charity Commission 
and other regulatory activity. 

• Excellent people person - thriving on 
working with a diverse group of people. 

• Excellent communication skills- written 
and verbal. 

• Flexible and adaptable - able to work in 
a way which meets legal obligations but 
responds to the changing needs of the 
business.

Knowledge & Experience
ESSENTIAL

• Experience in charity accounting and 
financial reporting. 

• Financial controlling and monitoring 
- e.g. through charge cards, expenses 
processes.

• Preparing monthly financial updates for 
governance boards. 

• Processing PAYE for up to 20 staff. 
• Processing VAT. 
• Using cloud-based accounting services. 
• Invoicing, using online banking, reconciling. 
• Managing annual leave and other HR 

leave issues/onboarding and offboarding. 
• Able to manage diaries of chief executive 

and other employees. 
• Organise events and travel on behalf of 

the organisation.

DESIRABLE

• Managing employment contracts. 
• Contract management - able to manage 

contracts such as leases, hire purchase. 
• Arranging and administering insurances 

across the organisation. 
• Managing workplace pensions.

Personal Qualities
• Trustworthy: You have exemplary discretionary skills and demonstrate sound judgement in 

dealing with confidential dialogues and information. 
• Rigorous attention to detail and a passion for accuracy.
• A self-starter and action orientated:  you thrive on managing your own workload to achieve 

your own goals and help others to achieve theirs. 

For this role: We’re recruiting for a people person, a relationship builder, someone with bags of 
enthusiasm. Please apply if you’re excited about this role, even if you don’t have every requirement 
listed below.
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Other important information

Safety & Civic Proficiency

Equality and Diversity
We are particularly interested in recruiting people who live in the borough of Barking & Dagenham.

It is the policy of Participatory City Foundation to ensure that no job applicant or employee 
receives less favourable treatment on the grounds of age, disability, gender reassignment, 
marriage or civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation 
or is disadvantaged by conditions or requirements that cannot be shown to be justifiable. The 
organisation is committed not only to its legal obligations but also to the positive promotion of 
equality of opportunity in all aspects of employment.

Our full Equal Opportunities Policy can be obtained on our website. See here. 

Recruitment is done in line with safe recruitment practices. 

All Participatory City Foundation staff have a responsibility for safeguarding. You will need to undergo 
a DBS check before employment will be offered as this role will involve working with children and 
vulnerable adults. Our full Safeguarding Policy can be obtained on our website. See here. 

You will be required to undergo various training in order to meet our Civic Proficiency standards. 
This will include health & safety, fire safety, food hygiene, first aid and other safeguarding.

Participatory City supports the UNDP Sustainable Development Goals

http://www.participatorycity.org/policies
http://www.participatorycity.org/policies
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How to Apply

1.  Please apply by CV and up to 2 pages A4 maximum which must include:
  a) What excites you about the possibility of working with Participatory City.
  b) How your skills, knowledge & experience and personal qualities fit the role as   
       specified in the Person Specification.
  c) How you think you would fit into the Participatory City culture as outlined in ‘How  
      we work.’
  d) Confirmation that you are a UK/EU citizen or have the right to live and work in the UK.
  e) The closing date for applications is 17 August 2017. We strongly encourage early  
       applications. 
  f) Please also complete an equality monitoring form. Find it here. 

2.  Please also indicate:
  a) Your availability for interviews on 25 and 29 August. 
  b) Your notice period with your current employer, if applicable. 

3.  Successful applicants will be invited to interview. Interviews will be held on 25 and 29 August.

4.  We are aiming for a start date for this role of 26 September 2017 (or sooner).

To apply:
Email your CV (in PDF format) and 2 Page Application (in PDF format) to Wayne: 
wayne@participatorycity.org with an email subject line of  ‘Office Manager - [Your Name] application.’ 

If you have any questions about any aspect of this role, please contact Wayne: wayne@participatorycity.org

Essential Reading

Illustrated Guide

Designed to Scale 

www.participatorycity.org

http://www.participatorycity.org/application-equality-monitoring
http://www.participatorycity.org/the-illustrated-guide
http://www.participatorycity.org/report-the-research
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We look forward to hearing from you.

FUNDED BY


