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	Organisation
	UK Regulators’ Network (UKRN) 

	Job Title
	UKRN Administrator

	Work type
	Full time secondment

	Reporting To
	Attricia Archer, UKRN Director

	Job Level
	UKRN Administrator level

	Location
	Based at UKRN’s host regulator, the Civil Aviation Authority office:
5th Floor, 11 Westferry Circus Canary Wharf London E14 4HD

	Working Arrangement
	Hybrid Working

	Closing date
	Friday 3rd October 2025

	Submit applications to
	Please send CV and covering letter (500 words max) setting out your suitability for the role to:
 [Charley.Grady-Pearce_UKRN@caa.co.uk]
For any questions or discussion about the role, please contact Attricia.Archer_ukrn@caa.co.uk

	Salary
	2 year secondment, funded by UKRN

	Purpose of the Role
This is an exciting opportunity for a proactive and ambitious individual to provide administrative support to the UKRN team, a small team which consists of (6) people.
What’s in it for you?
· You will join a dynamic team at the heart of regulation, gaining exposure to wide-ranging stakeholders.
· You will have the opportunity to be in contact with senior representatives and in some cases CEOs from 18 member regulators and our key partners in government.
· Enjoy a panoramic overview of the regulatory landscape with the chance to contribute meaningfully by supporting the small team to achieve UKRN’s core objectives as outlined in the UKRN Strategy 2024-27.
· Be part of an inclusive team that deeply values learning and offers developmental opportunities to support your career growth.
· Work closely with senior leadership across the UKRN members, building insight into the strategic direction of our members.
· Embrace variety and challenge through collaboration with members of the team in a fast-paced environment.

	Key responsibilities
· Manage the Director’s diary and team diary with foresight and adaptability, ensuring priorities are clearly communicated and materials prepared.
· Attend meetings where needed, note actions and proactively coordinate follow-up.
· Track diary changes and proactively arrange cover during absences.
· Schedule recurring and ad-hoc meetings/events to maintain flow.
· Handle email and written correspondence independently where appropriate.
· Monitor follow-through on Director actions and prompt them and team members gently to avoid delays.
· Review and verify expenses, ensuring compliance with UKRN policy and resolving discrepancies with care.
· Handling procurement and ensuring compliance with UKRN policy.
· Organise and arrange team meetings and communications.
· Helping to foster a connected and informed team environment.
· Triage inquiries via phone and emails, via our shared inbox
· Support any external events as needed.
· Contribute to departmental projects and wider coordination
· Work in a flexible and adaptable way to support the wider team as and when necessary
· On a daily basis, monitor the jobs board inbox and upload jobs

	Skills, knowledge and experience
Essential
We are looking for a pro-active individual with a can-do attitude, who will thrive in a fast-paced environment, supporting the small UKRN team. You will need to:
· Communicate with clarity and adaptability, adjusting style to connect effectively across the team and UKRN membership.
· Collaborate constructively and staying composed under pressure.
· A highly organised individual who can prioritise competing demands on their time effectively.
· Deliver administrative support efficiently, drawing on previous experience co-ordinating tasks, while managing priorities with initiative and precision in a fast-paced, detail-oriented environment.
· Operating independently with accountability and problem-solving focus, progressing work confidently while meeting tight deadlines.
· Have a clear and concise drafting style in order to produce high-quality drafts of documents, correspondence and minutes.
· Demonstrate confident and articulate verbal communication skills.
· Be able to work quickly and switch between tasks in a fast-paced environment, ensuring attention to detail.
· Experience using Outlook, Word, PowerPoint and Excel.
· Experience providing administrative support.

Desirable
· Experience delivering projects/co-ordinating events.
· Proving your effective project management skills.




About Us: The UKRN 
The UK Regulators’ Network brings together the 18 member regulators to explore common policy areas. It seeks to implement better and more effective collaboration between regulators, to improve the coherence of regulatory policy work and share ideas for more efficient working.
The UKRN is led by the CEOs of the 18 member regulators, including the utilities sectors, financial services, transport, housing and cross sector bodies. The UKRN is comprised of governance and professional networks which enable members to share knowledge and expertise and collaborate across sectors, supporting consistency. The governance is supported by a group of senior directors from across the membership, who are responsible for the delivery of the UKRN work program, and the UKRN Expert Panel who provide specialist insight and advice on our work and strategic direction.
The UKRN has an exciting and challenging forward Strategy 2024-27 focused on several aspects including supporting economic growth, championing effective regulation, and making regulation an attractive career choice.
Our core objectives comprise:
1) Promoting collaboration
2) Supporting the Net Zero transition
3) Addressing vulnerability
4) Supporting sustainable economic growth
5) Championing effective regulation and telling our story
6) Making regulation an attractive career choice
We enable strategic engagement between members and key stakeholder groups, working together on policy issues – where we can achieve more through working together than we can individually, identifying common themes such as Diversity and Inclusion, where we can speak with one voice and improve outcomes.
For further information about UKRN and learn more about the team, please refer to our website - https://www.ukrn.org.uk/
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