
LEAD Network Core Values
 

We have a passion for a diverse and inclusive industry
We are a diverse group of individuals driven by a common passion for D&I.

We are optimistic about the future
We believe we can change the world by collaborating under a common
purpose.

We nurture our Partners
We value our relationships with Partners and will go to extraordinary lengths to
ensure mutual success. We believe we can only change our industry if we all
work together.

We are run by our members, for our members
We respect each other and grow together. We connect and share.

We are committed to act: “doing, not trying”
We do not accept the status quo. We will continue to push for progress while
providing a ‘safe haven’ for our volunteers to actively drive change.

We believe in excellence in execution
Integrity and authenticity in our interactions is key to our success.
We believe ‘you get what you measure’.

Organisation Description 
 
LEAD Network is a non-profit and volunteer-led organisation
whose mission is to attract, retain, and advance women in the
consumer products and retail sector in Europe through
education, leadership, and business development.  

LEAD Network is run by and for its members, women and men,
and we value every individual for their unique perspective. With
a primary focus on promoting gender equality the organisation
strives for the advancement of women of every race, ethnicity,
gender identity or expression, sexual orientation, age,
educational background, national origin, religion, physical ability
and lifestyle. Its vision is of a fair, diverse and vibrant industry
where everyone can thrive. A diverse workforce where both
men and women are enabled to contribute their full potential
and lead their organisations to the next level of value creation.
LEAD Network accounts for 18,000+ members – both women
and men – from 81 countries.

This is an exciting opportunity to join the team at LEAD Network as we embark on our journey to
2025. We are a membership organisation with ambitious growth targets to achieve, and we are
putting robust plans, resources and people in place to realise our full growth potential. If
successful, you will join an established team working closely with over 300+ talented volunteers
from the consumer goods and retail industry. Reporting directly to our Head of Operations, you
will provide hands on support to help us to become more efficient and effective. To perform in
this role, you must be a team player first and foremost, have excellent IT, communication, and
numeracy skills, and be prepared to do what is needed to get the job done. 

Provide a comprehensive range of administrative and technical office support.
Scope, design and implement light touch processes and procedures to streamline the
management of our budget.
Manage our invoicing systems and processes.
Provide support to our governance structures, including preparing the annual programme of
meetings and events, maintaining the calendar, organising meetings and events, using our
Customer Relationship Management (CRM) System, Microsoft 365 Suite and Webinar tools,
maintaining records, and ensuring decisions are implemented in a timely way.
Curate our records, both internal and externally focused, which are held in a variety of forms.
Become an expert user of our CRM (Hivebrite and Hubspot) cloud based database systems and
produce reports using Power BI and Excel.
Support our Head of Operations in improving our overall efficiency and effectiveness, which will
require flexibility in the range and breadth of work undertaken.

What you will do 

OPERATIONS COORDINATOR  



Curious, team player, self-motivated, enthusiastic self-starter, able to work at a fast pace.
Flexible, can do attitude with the ability to solve problems, and implement solutions.
Detailed oriented, with excellent organisational skills.
Advanced general administrative skills/knowledge, and highly numerate.
Superior IT office skills, including full Professional Microsoft 365 Office Suite: Power BI, Excel, Exchange,
competent in using Teams, Zoom or similar and google drive.
Basic website maintenance skills/certifications.
Bachelor degree or minimum high school (VWO) or equivalent coupled with 3 years office experience.
Ability to simultaneously manage or support multiple projects.
Strong verbal and written communication skills.
Customer, member and volunteer focused, with the ability to help us improve our member experience. 
Ability to build and maintain strong and effective working relationships.

Previous experience of using cloud based databases and of extracting, analysing and presenting information
creatively using excel and Power BI, or demonstrable aptitude to learn.
Managing invoices, or payment systems, or the aptitude to learn and ability to scope and introduce new
simplified processes to improve efficiency. 
Organising meetings and events, taking action notes, maintaining accurate records in a systematic way.
Writing clear, concise and professional communication in English.

You must have the right to live and work in the Netherlands.
Native Dutch with a high level of proficiency in English. 
Passion for the mission and purpose of the LEAD Network, aligned with our values and inspired to work hard
to bring our mission to life! 
Ability and willingness to work remotely from home, to travel as and when required, including to our annual
conference, which will be in Dusseldorf, Germany, in 2023.

What do you bring to the role
Skills/abilities 

Relevant experience 

Other qualifications/requirements

www.lead-eu.net Download our app Follow us 

What it’s like to work at the LEAD Network
We are a dynamic, vibrant, and fun team, made up of a mix of employees, contractors, and volunteers. We
share passion for our purpose and mission of promoting gender equality within our industry. We live and work
in different places, in Europe, and we embrace flexible working practices. We collaborate, learn, and grow
together, all in the name of achieving our goals! 

How to apply
Motivated candidates are welcome to send a CV and cover letter to Sam Tunney, Head of Operations,
LEAD Network, at operations@lead-eu.net no later than 16.00 CET on Friday 14th April 2023. You
must clearly state the title of the position you are applying for, as we are recruiting to multiple
positions. 
You must have high level of Dutch & English proficiency. You application will be rejected if you
do not meet this requirement. We want someone who can ideally start immediately, or within one
month of a decision to appoint being made. 

Click here to learn more about working with the LEAD Network! 

https://www.linkedin.com/company/lead-network-europe
http://lead_eu_net/
https://www.lead-eu.net/lead-network-member-platform-mobile-app/
http://www.lead-eu.net/
https://www.lead-eu.net/careers/
https://www.lead-eu.net/careers/

