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Role title Training Intern  

Duration of Post 12 months from March 2021 

Working hours 5 days/week (37.5 hours/week) 

Responsible to Training Manager 

Location London/or home-working, Covid dependent 

Salary £10.85/hr 

 

About The 
Orchard 
Project 

The Orchard Project is a national charity, dedicated to bringing orchards into the 
heart of urban communities. We believe community orchards transform lives and 
help nature to thrive, so we support people to create new community orchards or 
restore existing ones back to health. We primarily work in urban areas, where 
people’s access to local green space is often limited. 

Our charity’s focus is on helping the environment as well as developing urban 
communities. Through urban orchards, we help strengthen and connect 
communities, improve local green spaces for people and wildlife to enjoy, train 
volunteers to learn new skills, create community-based events and activities, and 
develop a local free source of healthy fresh fruit. 

We run several training programmes – both accredited and non-accredited to give 
people the skills to manage community orchards. 

The role Your role will be to support the charity with training admin tasks, helping to 
ensure the smooth administration of training courses  

 Assisting with publicising training courses through social media and 
other platforms. 

 Leading on course administration - booking participants and ensuring 
that they have a smooth and welcoming introduction to the training 
process. 

 Supporting with the creation of content on our Moodle platform, e.g. 
creating quizzes and adding subtitles to videos.  

 Assisting with any reasonable adjustments for people with additional 
needs. 

 Supporting in the logistics for training events such as booking 
participants, organising venues, ordering food, coordinating trainers, 
managing administration etc. 
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 Helping coordinate homework and assignment marking. 

 Updating and maintaining office systems. 

 Data entry for monitoring and evaluation including Office 365 and 
database system Salesforce.  

Basic details The role will be based at our London offices and/or home working, depending on 

what is happening with Covid 19. Our office address is The Orchard Project, The 

Archives, Unit 10, High Cross Centre, 1 Fountayne Road, London, N15 4BE. 

The role requires a commitment of 5 days per week, for 12 months. Some evening 
and weekend work may be required. There is some flexibility around specific 
working hours, to fit around your other commitments.  

What we need 
from you: job 
description 
criteria 

 

We are looking for someone with the following set of skills: 

 Extremely well-organised and reliable, with the ability to take responsibility 
for logistics. 

 Passionate about making a positive difference to urban communities and 
keen to learn more about orchards. 

 Excellent IT skills. You should be competent at Word Processing, handling 
Outlook emails and calendars, and using spreadsheets. Ideally you will have 
experience of Moodle (or other content management system) and of 
composing social media messages. 

 Self-motivated with ability to work autonomously, but able to ask for help 
when needed.  

 Excellent communication and interpersonal skills and the ability to work as 
part of a team.  

 Resourceful, creative and enjoys problem solving. 

What’s in it for 
you: benefits 

You will make an enormous contribution to our work and we hope that we can 
support you in your ambitions. Interning with us in this role offers the following 
benefits: 

 Being part of an inspirational charity that is driving environmental and social 
change through practical community-based projects. Making a lasting impact 
on the urban environment and on our local communities.  

 Paid at London Living Wage for the year (works out at an annual salary of 
approximately £21K).  

 23 days paid holiday per year, with bank holidays on top.  

 A well-being budget of £25/month to spend on appointments or classes that 
support your physical or mental health.  

 A training budget of £300 per year and access to other training opportunities. 

 This role is part of The Time to Shine Leadership programme which includes 
residential leadership training opportunities and the chance to network with 
others doing the programme at other organisations.  

 Open employers’ references and experience for your CV.  

 Boost your confidence and increase versatility by meeting different kinds of 
people.  

 Develop transferable office skills which could be used in different places of 
work.  

 Ongoing support from the training manager.  
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Support You will have an induction, and will be managed and work closely with your 
manager. There will be the opportunity to attend The Orchard Project events and 
activities to develop your understanding of what we do. We take intern support 
very seriously and will work hard to support you to have an enjoyable and 
rewarding time with us! 

The Time to Shine Leadership Programme  
The Rank Foundation’s Time to Shine Programme has been running for almost a 

decade. Each year, a cohort of Time to Shine leaders are funded to develop their 

skills and talents within a charity or social enterprise that the foundation already 

supports. The Rank Foundation is working in partnership with the National Lottery 

Community Fund to co-fund the Time to Shine Leadership Programme. 

The programme helps organisations develop an aspect of work, so that they can 

better meet the needs of service users and the wider community, in a sustainable 

way. The host organisation benefits from a new and motivated member of staff, 

bringing fresh skills and perspectives. At the same time, the Time to Shine leader 

gets a chance to demonstrate and develop their talents by completing a time-

limited and skill-based work placement offering meaningful experience in the 

voluntary sector. 

Previous Time to Shine interns have said this about our organisation  

“This has been such a great experience, and I am so grateful for the opportunity to 

work with you.  

You have created such an incredible environment at The Orchard Project. Both in 

the office and throughout lockdown, I have never felt more supported and happy at 

a workplace. I know everyone says this, but I honestly could not have asked for a 

better boss or colleagues. Your leadership and passion is so inspiring for me, and it's 

created a really special workplace” 

For more 
information 

We want our team to better reflect the diversity of the communities we work 
with and are excited about the connections, creativity and inspiration that this 
will bring. Please talk to us about your application if you have questions about 
matching your experience to our job specification. 

Contact: Jo Homan (Training Manager) jo@theorchardproject.org.uk  

See our website: www.TheOrchardProject.org.uk 

Application 
process 

Deadline: January 26th 2021 

To apply, please send your full CV, an anonymised CV*, a covering letter, and a 
completed Equality and Diversity form. 

In your covering letter of no more than two sides, you should explain how you 
meet each of the criteria in the job description and why you want the role. Also, 
please tell us how you found out about the position. 

Please send applications to: orchard@theorchardproject.org.uk 

Interviews to be held on Monday 1st February 2021. 

mailto:orchard@theorchardproject.org.uk
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The final job offer would be confirmed following a meeting with the Rank 
Foundation, The Orchard Project and the final shortlisted candidate on Monday 
8th February 2021.  

 

 

*Anonymised recruitment           

We are committed to attracting and employing the best candidate for the role. To ensure this, we 

operate anonymised recruitment prior to interview.   

When applying for this job, please send us an anonymised CV, a full CV and a completed Equality & 

Diversity form. The Equality & Diversity form will not be viewed by staff shortlisting candidates. Only 

details of your previous work experience, your qualifications and your written statements describing 

how you meet this role will be forwarded to those shortlisting for interview.  

In order to maintain anonymity during the shortlisting process, you will be required to submit two 

versions of your CV - one full version of your CV and a second CV where any personal information is 

removed. You should also check your covering letter to ensure it doesn’t contain any personal 

details, eg please don’t sign off with your name.  

For the anonymised copy, you should remove: 

 Your name 

 Your address 

 Your date of birth 

 Dates that any qualifications were received 

 Dates relating to any employment experience that was over 5 years ago 

 Places where qualifications were received (i.e. your school or university) 

 Your photograph 

 Your email address 

 Your telephone number  

 Any information which may give an indication of your age, nationality and ethnicity, 

disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, 

religion or belief, sex or sexual orientation. 

You can anonymise your CV easily by adding XXX to information which you have removed. 

 

 


