Safe Only Welfare Team Coordinator

Role Availability – 1 Coordinator
Hours – 10-12 hours per week each (flexible working hours, with frequent time sensitive tasks)
Pay - £18ph
Nature of employment – Staff are paid monthly through PAYE on a 0-hour contract (hours tracked through hour-tracking software). The role will begin at the start of October 2026.
Reporting to – Operations Manager 

Role Summary
Operations: Co-ordinate the day-to-day operations of the welfare team including: 
· Regularly checking and responding to emails, to coordinate shift bookings and answer welfare-related enquiries.
· Creating and maintaining clear shift processing routines, to include monthly shift allocations, pre-shift briefing notes, collating shift feedback
· Using staff management tools (GetSecurity, etc) to share event details with the team and allocate shits
· Liaising with venues, promoters, bookers and the welfare team (pre and post event), to include sharing shift reports with all bookers
· Exploring and implementing new ideas for team co-ordination
Pastoral and Wider Support: Supporting the overall wellbeing and development of the welfare team including:
· Sharing development resources and training tools with members of the team
· Checking in with members of the team around capacity, work stressors, and event feedback
· Providing access support to members of the team as required, e.g support with administrative tasks
Aspirational: With increased staff and financial capacity, we hope to integrate some of the following elements into the Welfare Coordinator job:
· Lead the development of access riders for the Safe Only SIA and Welfare team
· Coordinating workshops around harm reduction, welfare, mental health first aid, and other necessary skills
· Other initiatives which support the growth and sustainability of Safe Only

How to Apply 
Please send some information about your relevant experience, desires, and needs regarding this role. 
You do not need to have direct experience of every element of this role, but please demonstrate transferrable skills and experience from your personal or professional life. The ‘person specification’ below may help you with this. 
Please aim to spend no longer than 2 hours on your application. 
Your application may be shared in one of the following formats, or another format that suits you – 
· CV and cover letter (no longer than 1 page per document, size 12 font minimum) 
· A video of up to 5 minutes 
· A sound recording of up to 5 minutes 
· An email / letter with bullet points. Full sentences are not necessary. 

Please send your applications to lea@safeonly.co.uk 
We expect to hold informal conversations with shortlisted applicants as they are received, depending on the volume of applications. 
These will be organized at your convenience, and an honorarium will be paid in recognition of your time (amount tbc). 
There is the possibility of one further follow up interview at the final selection stage. 
Job Description 
Regular coordination: 
· Checking ‘Welfare@’ inbox for welfare-related communication – responding efficiently
· Liaising with venues/promoters/bookers about upcoming and past events. 
· Liaising with team members for weekly shift notes, passing on to venues/bookers/promoters 
· Working closely with the operations manager to ensure smooth operations across the welfare and SIA teams
· Checking in with team members after incidents where appropriate 
· Releasing and assigning shifts in a structured, timely manner 
· Helping to find emergency shift cover eg. for staff sickness 
· Keeping rota updated on ‘getsecurity’ software at all times
Other tasks: 
· Attending regular meetings with operations manager, and occasional meetings with clients and team members 
· Managing and communicating your work schedule, working independently in a way which balances your needs, and the needs of the team
· Keeping an eye on social media etc for new parties, trends, potential bookings 
· Recruiting and onboarding new members of the Welfare team 
· Considering creative, new opportunities to expand our operations
· Devising, testing, implementing new working systems with the operations manager
Potential For: 
· Contributing to general company operations and growth / maintenance
· Leading or coordinating workshops that support security and welfare teams to build relevant skills
· Liaising with external collaborators about accessibility needs and preferred ways of working for welfare and security staff
The role is open to development, and the above should be taken as guidance rather than set in stone. 
Person Specification 
Essential: 
· A genuine enjoyment of and interest in administration, communication systems, direct communication 
· Highly task oriented, and strong experience with general organization 
· Very strong time management skills 
· Very strong professional boundary management, and awareness of own and others’ capacities and needs 
· Experience with navigating complex situations in a professional (or similar) context
· Flexible approach to completing tasks, factoring in needs of others 
· Understanding and experience of administrative aspects of welfare work 
Desirable: 
· Strong foundations in nightlife (personal or professional) 
· Inventive approach to challenges, brings new ideas to working systems 
· Confidence to work independently 
· Lives in London / can travel to London with notice 

Ways of Working
Safe Only CIC remains committed to working in ways which directly challenge and disrupt normative working expectations. This could be related (but not limited) to: 
· Working schedule 
· Expression of professionalism 
· Non-traditional experience background 
· In-role adjustments 
We welcome attributes which are often overlooked or maligned in normative workplaces, including neurodiversity, disability, non-native speaking of English, parenthood status, caring responsibilities, criminal justice system experience. 

Who we’d particularly like to hear from
We know that some people are still underrepresented in traditional workplaces, including within nightlife, events and security.
Safe Only actively aims to work as an organization which represents the diversity of the nightlife community. In recognition of the identities of other members of the management team, and a broader lack of representation in nightlife management roles, we particularly welcome applications from people who identify as trans+ and/or BIPOC 
We’re interested in what you can bring to the role, rather than a perfect CV or traditional career history.

