
 

 

 

ROLE PROFILE 
 

 

1. JOB DETAILS 
 

Job Title  :  Collaboration Manager  

Reports to  :  Collaboration Director 

Grade   : C £32-37k 

 

Status   : Contractor, renewable contract 

Term   : Full time  

Location  : London 

 

 

 

 

2. SCOPE & PURPOSE 
 

Capitals Coalition is a global collaboration transforming the way we make decisionsd. We 

host a central space for all significant activity on the practical application and use of 

capitals in business and government to inform decision making, working in collaboration 

with our 350+ Coalition Organisations. 

 

We are at an exciting time in our evolution as the Natural Capital Coalition and the Social 

and Human Capital Coalition unite under the newly formed Capitals Coalition. We are now 

looking for a dynamic and creative Collaboration Manager to grow and engage our 

community of Coalition Organisations.  

 

You will have a strong ‘can-do’ attitude, excellent organisation skills and the ability to 

proactively contribute ideas to how we foster collaboration among our community. You will 

enjoy working with a high degree of autonomy and will have a passion for societal change 

through bringing people together from different sectors and organisations. You are 

interested in making a difference in the world though capitals thinking and practice, and 

enjoy understanding how different countries and cultures adapt to our global challenges.  

 

The Collaboration Manager will act as the main point of contact for Coalition Organisations 

– both future and current. You will be responsible for inviting organisations to join the 

Coalition, advising how they can engage with the Coalition, curating a programme of online 

and offline engagement and making connections between Coalition Organisations based 

on their interests, as well as providing oversight of the current status of the capitals 

community and its direction. This role will include management of a network of regional 

platforms, as well as collaborative working with the Content and Communications Teams, 

and project teams. 

 

The Collaboration Manager will have a strong understanding of the different motivations 

and challenges of those in the global capitals community, and use data to make informed, 

strategic decisions about how best to use our resources to make an impact and deliver our 

mission. This role is critical to enabling the Coalition to mainstream capitals on a local, 

national or global level. 

 

 

 



 

 

3. KEY RESPONSIBILITIES  
 

Foster collaboration (60%)  

 Welcome new Coalition Organisations to the network, taking them through a 

consistent welcome journey. 

 Contribute to and implement an engagement programme to Coalition 

Organisations including content-led online events programme, a platform to 

showcase their work, global events to attend and Coalition projects in which to 

get involved. 

 Manage, provide resources and tools to assist Regional Platforms to lead their 

own activity locally and globally. 

 Support the management of the Advisory Panel, as required. 

 Foster opportunities for collaboration between Coalition Organisations as their 

arise. 

 

Grow the community (30%) 

 Recruit potential Coalition Organisations to join the Coalition, identifying their 

needs and explaining the value of being part of the Coalition. 

 Renew existing Coalition Organisations’ commitment to the Coalition on an annual 

basis. 

 Act as a first point for Coalition Organisations, ensuring clear and effective 

communication with Coalition Organisations, recording interactions consistently 

on our CRM system. 

 

Data and Communication (10%) 

 Use data and evaluation to identify how and where you can develop collaboration, 

and monitor the impact it is having amongst Coalition Organisations. 

 Source and develop content for newsletters and keep Coalition web pages are 

updated with news, events and developments from the community. 

 Create, send and evaluate communications to Coalition Organisations with the 

Communications Team, including mailings and social media. 

 Capture, celebrate and share case studies of high-impact Coalition Organisations 

 Support the planning and development of international events as required. 

 

 

4. PERSON SPECIFICATION: KNOWLEDGE AND SKILLS REQUIRED  
 

 Strong interpersonal skills with a proven ability to foster relationships and bring 

people together. 

 Experience of presenting complex information in a concise and compelling way 

and convincing a new audience of your perspective. 

 Strong research and analytical skills with a proven ability to identify trends 

through desk research and data analysis. 

 Meticulous attention to detail and accuracy. 

 Strong ‘can-do’ attitude - able to see likely pitfalls and problems, and respond 

accordingly. 

 Excellent administrative and organisational skills, including the ability to plan, 

multi-task, prioritise and work on own initiative to deadlines.  

 Excellent communication skills – written and verbal; ability to communicate 

effectively with people at all levels, both internally and externally, written and 

orally. 

 Working knowledge and experience of MS Office applications (including: Word, 

Outlook, Excel, PowerPoint, email, internet etc.).  



 

 Collaborative working style with good interpersonal skills; happy to work 

independently and as part of a small team. 

 Strong commitment to and enthusiasm for the values of the Capitals Coalition. 

 

Desirable 

 Sustainability and/or capitals background. 

 International background and/or experience. 

 Experience of Capsule or other similar CRM software. 

 

 

5. HOW TO APPLY  
 

Please send a cover letter and Curriculum Vitae (CV) to Jiska Klein, 

Jiska.Klein@naturalcapitalcoalition.org. The deadline for applications is 4th November 

2019. 
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