LHG Partnerships and Operations Assistant 

JOB SPECIFICATION

We are recruiting to support the work of the Executive Committee, principally in leading our programme of events at Labour Party Annual Conference 2026. 

The postholder will work alongside the LHG Communications and Administration Assistant.  

Partnerships and Strategic Engagement
· Manage high-impact relationships with sponsors and partners and close collaboration with the Executive Committee, providing regular strategic updates and insights.
· Lead partner liaison on speaker coordination, branding assets, and organisational profiles.
· Oversee partner agreements, contracts, and invoicing processes to ensure timely delivery and compliance.
· Represent the organisation at partner meetings and stakeholder forums.
Operations and Programme Delivery
· Lead organisational liaison with the central Labour Party Conference team.
· Commission, procure, and manage branded merchandise and Housing Zone design assets.
· Coordinate travel and accommodation logistics for speakers and delegates.
· Manage venue sourcing, booking, and contractual arrangements.
Competencies and Skills: 
· Professional communication skills, both written and verbal, particularly in relation to partner updates and meeting participation
· Problem-solving approach, with the resilience to handle last-minute changes to plans, schedules, or operational requirements
· Excellent organisational and administrative skills, alongside good IT skills
· Strong attention to detail - with managing contracts, invoices, and partner materials required
· Confidence in liaising with partners, suppliers, and stakeholders, including the ability to follow up on actions and maintain accurate records
· Ability to manage multiple workstreams and deadlines across operations and partnerships activity
· A reliable and proactive working style, with sound judgement on when to escalate issues or seek guidance



Knowledge and Experience: 
Above all, a can-do attitude is required, given that organising Conference requires managing multiple workstreams and last-minute changes, as well as values that align with Labour Housing Group. It is desirable to have the following:
· Experience of coordinating logistics, documentation, bookings, and supplier arrangements
· Experience of supporting event or conference delivery, including making venue bookings, travel and accommodation arrangements, and merchandise or collateral production
· Knowledge of the Labour Party structure 
· Knowledge of the housing system – either through paid or voluntary work, or through political or campaigning experience 
Status: 

The role holder will be self-employed, meaning you will need to organise your own tax and National Insurance payments and will not be entitled to sick pay or maternity pay. 

Fixed Term Contract:

Seven-month Fixed Term Contract at two days per week – equivalent of 16 hours. 

Contract starts from March (or the earliest possible date) with a provisional end date of Friday 30 October 2026. 

Labour Housing Group requires that a time sheet is completed at the end of each month and submitted along with an invoice. 

Salary: 

£17.02 per hour, equivalent to London Living Wage 2025/6 plus 15%. 

Expenses: 

Travel to Liverpool and accommodation at Labour Party Conference will be covered. Travel costs will be reimbursed at standard class train fare. 

The successful applicant will be expected to work during Labour Party Conference 2026 (September 26th-30th). 

Other expenses are likely to be minimal: occasional postal costs, and printing (all to be reimbursed). 

Location: 

Remote working, so anywhere in UK. 

