
Job Description – Bridge Builders Mentoring  

Title: Administration Assistant Internship (unpaid)  

Reports to: Clive Lewis, CEO and Founder of Bridge Builders Mentoring  

Based at: Gloucester 

Salary: unpaid, with expenses reimbursed  

Hours of work: full time or part time 

Bridge Builders Mentoring is a charity working to help young males from disadvantaged socio-

economic backgrounds achieve their full potential. We work with schools and other youth 

organisations to provide mentoring programmes, skills workshops, work experience and public 

speakers. Our vision is a world where no young man’s success is limited by his background. 

Role: 

You will be providing administrative support across a range of tasks as Bridge Builders expands its 

mentoring projects within schools.   

Duties to include: 

- Liaising with mentors, trainers and schools to arrange sessions  

- Inputting data 

- Updating schools databases 

- Mentor screening and training duties 

- Diary management  

- Raising and chasing invoices 

We are looking for a university student or a graduate to fulfil this role.   

This role requires excellent organisational skills, a confident telephone manner and keen attention to 

detail. You will be working as part of a small, busy team where flexibility and teamwork are high 

priorities.  This role would suit someone with excellent written and verbal English, a friendly and 

approachable manner, and familiarity with PC applications such as Outlook, Word and Excel.   You 

should be able to seek out opportunities and undertake projects on your own initiative and be able 

to prioritise your workload.    

Although the internships are voluntary placements and therefore unpaid, travel expenses will be 

reimbursed.  

This job is suitable for a recent graduate.  

To apply, please email your CV and a cover letter to: Clive Lewis, CEO and Founder of Bridge Builders 

Mentoring at clive.lewis@bridgebuilders.org.uk.  For an informal chat about the position, please call 

0333 200 4703.  
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