
Office Manager

London, United Kingdom

For those who want to shape the world, 

not just fit in.



A university to tackle real-world problems

Today’s problems are more interconnected, complex and urgent than ever before. Existing universities can’t 
adapt quickly enough to equip students/graduates to tackle them.

At LIS, we're building a new, world class university that prepares students to tackle some of the global 
challenges facing society whilst challenging the status quo of higher education in the UK. 

We are building an exceptional faculty of teachers, providing access to the best academics across London and 
building close partnerships with world leading organisations (e.g., McKinsey, Virgin, Met Police).

The doors open in 2020 and we have ambitious plans to grow our impact.



How we are doing this…

INTERDISCIPLINARY APPROACH TACKLING 
REAL WORLD PROBLEMS

PERSONALISED PAID 
WORK PLACEMENTS FOR STUDENTS

NEW, INNOVATIVE ADMISSIONS PROCESS

ONE BACHELOR OF ARTS AND SCIENCES PROGRAMME

EXTRAIRDINARY FACULTY COMMITTED TO 
TRANSFORMATIVE TEACHING AND LEARNING

DEEP PARTNERSHIPS 
WITH OUTSIDE 
ORGANISATIONS



The Founding Team

Co-founder of Funding Circle.
Education philanthropist

Co-founder of School 21. 
McKinsey & Co. 

Co-founder Bookatable. 
Investor in new technologies. 



The Role

• You will bring energy, brains and a strong sense of purpose to LIS’ founding team

• You will get stuck into a wide range of areas, but have ownership responsibilities across:

• The right candidate will be  a fast learner and have outstanding organisational and administrative 
skills

• Experience of working in a fast-paced, start-up environment is preferable. A passion for 
innovation in education is key

• You will initially report to Chris Persson, Co-founder, but you will work closely with the entire 
founding team. The team will grow quickly over the next 18 months and your role will develop too

• HR (incl. recruitment)

• Finance (incl. bookkeeping)

• Office management 



Location

Based in Aldgate until April 2020 at least, in a new shared 
office space exclusively reserved for purpose-led 
organisations 

The package

• Competitive salary. We’re looking for someone 
who likely has fewer than 5 years work experience 
but is ambitious and wants to grow with us

• Annual personal development contribution for 
external training 

• Flexible working hours. We care about the results 
you deliver not how or when you work

• 25 days holiday. Take time out to be inspired
• Company sponsored monthly gym/fitness 

contribution



LIS in the news



Next steps

1. To apply, please visit this link where you will be asked to 
summarise your interest in the role and upload your 
contact details and CV

2. From there, we’ll invite you for a phone interview
3. Following this there will be face to face interviews with 

our leadership team in London
4. We will then invite you to complete a short task which will 

help you understand the role in further detail 

https://workable.com/j/B129570463

