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A warm welcome to Betknowmore UK

Thank you for expressing an interest in the role of 

Executive Assistant at Betknowmore UK. This is a 

really exciting time to join the gambling support sector, 

we are at the forefront of providing new and innovative 

services, supporting gamblers, affected others and 

organisations in different communities and sectors.

Consider joining us as Executive Assistant.

Consider joining us as Executive Assistant. 

Since establishing as a social enterprise in 2013, 

Betknowmore UK has provided a range of award- 

winning support and training services, designed 

to address personal and societal issues caused by 

gambling. Our organisation has lived experience 

of gambling addiction and recovery at its core. All 

services are co-produced with the voice of Experts by 

Experience merged with evidence-based approaches. 

In late 2020 we made a significant change to our 

organisational structure, and transition to a registered 

charity, whilst retaining our social enterprise, BKM 

Evolve. We are continuing to strengthen each 

organisation, increasing capacity, and our ability to 

help and support those in need. 

We are looking for an Executive Assistant with a 

proven track record within the non-profit sector, to 

work across Betknowmore UK and BKM Evolve and 

provide governance, operational and administrative 

support to the Trustees, Directors, and Senior 

Management Team. 

Helping to shape functions across both entities, the 

postholder will also help oversee human resources 

processes and policies. Our ideal candidate will be 

friendly and collaborative with great organisational 

and self-management skills and be able to contribute 

to a positive charity culture. A warm, professional 

communicator, the postholder will build strong 

working relationships, whilst holding confidentiality 

and boundaries. The candidate will have excellent IT 

and problem-solving skills and work with attention to 

detail. 

Frankie Graham

Frankie Graham

Founder & CEO, Betknowmore UK 

The role will require a mix of home and premise 

working. Premises and virtual workspaces should be 

positive, safe environments, maintained to health 

and safety requirements, and managed in-line with 

organisational policies and procedures. Crucially, the 

postholder must strive to achieve anti- discriminatory 

standards and ensure that the diverse needs of 

employees and stakeholders are recognised, valued, 

and addressed. 

It is a full-time post, with a starting salary range of 

£27-£31k per annum depending on experience and 

qualifications. Other benefits include pension, personal 

and professional growth investment, and a generous 

work/life balance. This is a fixed term appointment 

for an initial period of 12 months, which is expected 

to progress to a permanent position, depending on 

individual performance and planned organisational 

growth. 

To apply email recruitment@betknowmoreuk.org  

with your CV and a letter of no more than two pages 

explaining why you are the right person for this role. 

All received applications will be acknowledged. The 

closing date for applications is 6pm Friday 20th May 

2022. Successful applicants who are short-listed will 

be asked to attend an interview. 

Good luck with your application and thank you for your 

interest in our work. 

Yours faithfully,
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About us

Established in December 2013, Betknowmore UK’s mission is to address gambling related harm in UK 

communities. Betknowmore is a leading provider of gambling support and training services. We provide 

award-winning services which embrace the insight and knowledge of ‘Experts by Experience’ combined 

with evidence-based approaches. At our core is the ‘lived experience’ of gambling dependency and 

recovery, from the Founder to the support team to the Management Board.

Introducing Betknowmore UK

2014

First gambling support 
community addressing 
gambling related harm 

and complex co-
morbidities. Including 
accredited outreach 

support and mentoring 
programme.

2016

London representative 
as winner of Big 

Lottery’s People’s 
Postcode Lottery.

2017

‘Don’t Gamble with 
Health project’. First 

rapid support service to 
licensed betting shop 
customers. Winner of 
Royal Society of Public 
Health ‘Health on the 

High Street’ award 
2018.

2020

Multiple training 
programmes launch, 

addressing suicide first 
aid, workplace gambling 
and clinician training.

2020 (continued)

Peer Aid launched.
The first peer support 
service to integrate 
with the National 

Gambling Treatment 
Service.

We work locally within communities, helping them to be aware, supported and resilient to 
gambling harms

We work nationally, within partnerships, sharing our learning and experience to support 
new and exciting work across the UK

We work independently, staying true to our mission and values, working occasionally in a 
shared space with different stakeholders and remain open to scrutiny and review
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The role of lived experience

“We want people to be empowered, to live the life they want to lead”

Lived experience provides personal insight, knowledge and empathic understanding. It is, and will be, at 

the core of all of Betknowmore’s work.

From the outset, experts by experience have played a key role in co-producing, delivering and evaluating 

our services. We seek to combine the donation of lived experience, with evidence-based approaches. 

One of our proudest achievements as an organisation, includes supporting individuals to overcome 

gambling harms, then providing the pathway for them to move into paid employment within Betknowmore 

UK and the gambling support sector.

We strongly believe Experts by 

Experience’s are an invaluable addition 

to the national treatment and support 

network, bringing with them new 

learning from the broad church of EBE 

voices and opinions. Our new service, 

Peer Aid, will be at the forefront of this 

work.

Peer Aid

Peer Aid is a new peer support 

service developed and provided by 

Betknowmore UK, in partnership 

with GamCare, for those affected by 

gambling harms across London and the 

UK.

Many clients have fed back that a 

key part of their journey of recovery 

is connecting with others in similar 

situations in order to share experiences 

and support one another. Peer Aid is 

designed, developed and delivered by 

individuals with lived experience of 

gambling harms.
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Moving forward

Betknowmore UK is an ambitious, young charity. We seek sustainable growth, achieved through evolving 

strategic planning and learning, diversity of income streams and strong partnerships with organisations 

with shared values.

Our Vision

We want people to be empowered, to live the life they want to lead.

Our Mission

We aim to achieve our Vision by making it our Mission to: 

‘Provide support and training services that prevent and address personal and societal harms caused by 

gambling.’

We believe in providing support to 
empower and build hope

We believe in recognising & 

understanding diverse & under-

represented communities

We believe in creating connections 

through lived experience

We believe in carrying out our activities 

with honesty and integrity

Our Values 
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Our strategic objectives

• Improve the health and wellbeing of those affected by gambling harms

• Increase access to appropriate support and treatment 

• Increase awareness of gambling harms in diverse communities

• Strengthen the impact made by experts by experience 

Strategic enablers

• Recognition of gambling as a Public Health issue

• Emergence and strengthening of health and wellbeing agenda

• Digital transformation of personal, social and community connections

• Sustained shift to homeworking, geographically dispersed workforces and isolated working 

• Widening network of friends and collaborators in lived experience community and gambling spaces

• Developing a trading entity to host training and consultancy programmes to meet our mission in other 
environments and generate income for the charity 

National Strategy to Reduce Gambling Harms

Our work supports and is aligned to the National Strategy to Reduce  
Gambling Harms, as overseen by the Gambling Commission.  
More details are available by clicking here.

National Gambling Treatment Service

We work within the National Gambling Treatment Service, our Peer Aid service 
is integrated within GamCare’s treatment pathway. 

RET donation system

As a charity working within the gambling space, income is also derived via the sector’s Research, 
Education, Treatment (RET) donation system and is subject to our Ethical Income policy.  
More details are available by clicking here.

Moving forward

https://beta.gamblingcommission.gov.uk/about-us/reducing-gambling-harms
https://www.gamblingcommission.gov.uk/for-gambling-businesses/Compliance/General-compliance/Social-responsibility/Research-education-and-treatment-contributions.aspx
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Location:     Home working, with attendance on-site when required 

Line Manager:     Chief Executive Officer

Salary:     £27k - £31k per annum depending on experience and qualifications  

Career Development & Growth:  Bespoke professional and wellbeing support

Probation Period:    3 months 

Closing date:     6pm Friday 20th May 2022

Interview date:    Week commencing 30th May 20222

Job Role

Role Specifics

Governance and Leadership support

The Betknowmore UK Board of Trustees, BKM Evolve Directors boards and sub-committees and Senior 
Management Team require administrative and governance support, including:

• Diary management (including effective communication of timeframes and changes and timely provision 
of key information for meetings).

• Organising and scheduling Board meetings, including co-ordinating the timely    distribution of agenda 
and supporting papers, prompting follow-up actions from Boards and Committees as necessary.

• Attend Board and Committee meetings, taking minutes and recording actions required; prepare timely 
minutes in a professional manner, in-line with Charity Commission, and where appropriate Companies 
House guidance.

• Updating Trustees and Directors on governance and compliance matters.

• Wrap around service for meetings (including booking meeting rooms, IT equipment and lunch where 
necessary).

• Oversee filings of annual return with charity commission / companies house

• Travel, accommodation planning and expense support.

• Support the Board of Trustees and Directors with recruitment and induction of new board members.
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Job Role

Human Resources

• Support with recruitment administration (staff and trustees, consultants, and agencies processes): 
preparing recruitment packs, booking and posting advertisements, arranging and facilitating 
information sessions for potential candidates and answering their queries, arranging and supporting 
interviews, arranging for feedback after interviews.

• Support with new starter administration: references, right to work checks, DBS checks, offer letter and 
contract preparation, preparing welcome packs and induction plans.

• Support with other HR administration: ensuring employment records are kept up to date, calculating 
holiday allowances for staff and new starters, TOIL administration.

• Research and draft updates to policies, procedures and guidance documents, as requested by the 
Boards or SMT.

• Support wellbeing and care initiatives to ensure that staff are well looked after, including arranging 

staff social events, theatre trips, birthday cards, celebrations and leaver gifts.

Systems and Processes

• Support the development and maintenance of the company SharePoint sites and other tools, to ensure 
charity business plans and objectives, action plans, activity plans and policies are well communicated, 
regularly referred to and progress tracked. 

• Support the Senior Management Teams with the smooth running of equipment, systems, and software,  
by using them effectively, working with the team on improvements, and encouraging good practice 
across the charity. 

• Support the Leadership Team, Heads of Departments, and our working groups with organising 
company-wide activities: staff meetings, working groups and cross-team meetings, training sessions 
and away days.
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Culture & Values

We ask all staff to contribute positively to the charity culture by: 

• Participating in our actions to improve equality and inclusion for all, particularly in relation to our work 
with diverse and marginalised communities.

• Upholding and celebrating the company’s values: compassion, collaboration, creativity, courage, 
change, and equity & fairness.

• Demonstrating and encouraging excellent communication with colleagues.

• Engaging positively with team development initiatives, wellbeing, and social activities.

• Getting involved with the recruitment and welcome of new colleagues, volunteers and trustees.

The Disclosure & Barring Service (DBS) - Disclosure 

Betknowmore UK aims to promote equality of opportunity for all with the right mix of talent, skills and 

potential. Betknowmore UK welcomes applications from diverse candidates. Criminal records will be 

taken into account for requirement purposes only when the conviction is relevant. As Betknowmore UK 

meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974 

(Exceptions) Order 1975 (as amended in 2013) by SI 2013 1198. All applicants who are offered employment 

will be subject to a criminal record check from the Disclosure & Barring Service before the appointment is 

confirmed. This will include details of cautions, reprimands or final warnings, as well as convictions.

Job Role
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Person Specification

• Experience of working for / supporting the secretariat functions of a charity, social enterprise, or 
company. 

• Detailed knowledge of charity governance and compliance requirements and to support its trading 
subsidiary.

• A good understanding of relevant legislation/guidance affecting the governance and compliance 
aspects of a charity and its trading subsidiary.

• Strong administrative and organisational skills.

• Excellent communication skills, both written and oral, with the ability to communicate effectively with 
people at different levels.

• Strong attention to detail and time management skills.

• A willingness and capability to allocate sufficient time, on a flexible basis, to carry out effectively the 
duties and responsibilities of the post.

• Empathy with the Charity’s aims and objectives.
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