Career Profile
With a degree in Education and Media Studies, Charlotte Badger joined Roots HR CIC in September 2012 on
our 12-month paid internship programme for new graduates. She was the second intern to start a graduate
career with us as Marketing, PR and Administrative Intern, and she brought to it her academic media
knowledge combined with a passion for the social sector which she had demonstrated through volunteering
experience. By the end of her internship, Charlotte had grown significantly in the role at the same time as the
organisation had experienced substantial business growth. She was successfully recruited to a newly-created
permanent role of Office Administrator. Two years on, as she is about to embark on a new career chapter
with us focusing on sales and marketing activities, Charlotte shares her experience of the journey so far.
How did you come to work for Roots HR?
I graduated July
2012 in Education
Studies and Media
Studies. I knew it
was the media
aspect of my
degree that I
wanted to focus
on. I saw the
intern role at
Roots HR
advertised on
Twitter. An
internship seemed
ideal because I was
not ready to take
on a full marketing role and I wanted to learn these skills
on the job while being supported in my professional
development. I was particularly attracted to Roots HR as a
social enterprise providing services to not-for-profit clients
because I was passionate myself about working with the
social sector: over the previous three years before joining
Roots HR I had volunteered at a hospice and supported
children with learning and physical disabilities.
What did your role as intern involve?
My role as intern was very broad and varied, supporting
marketing, PR and administration activities. I was the first
point of contact for all enquiries coming in to the
organisation, and this enabled me to begin building
relationships with our clients. I provided general office
administration, and I would support the HR Consultants in
their work by helping them format, print and collate
documents and training materials. I also delivered our
social media outputs.

How did your role evolve to Office Administrator?
Having doubled its number of HR Consultants to meet
increased service demand, Roots HR identified a need
for a permanent Office Administrator. I was selected
for this role following a rigorous recruitment process.
Starting out in that way, appointed on merit, gave me
an immediate confidence boost: I knew the
organisation, which has high standards and high
expectations, had faith in my abilities to take this next
step. I have continued to deliver many of the intern
tasks, but as Office Administrator I have ownership of
those duties to work more autonomously. My main
purpose is to keep the organisation running smoothly,
and to free up the time our HR Consultants have
available so that they can focus on delivering billable
work for clients. Liaising closely with external
marketing and IT suppliers has given me a higher level
of understanding of these areas so that I now pre-empt
our needs. I will often identify an improvement
opportunity or a problem and address it before anyone
in the team has been affected. I can now draw on very
strong problem-solving strategies, which means that
even when an unexpected issue arises which could be
disruptive to the business I can remain calm and
focused in such challenging circumstances.
What is a typical day for you as Office Administrator?
No two days are ever the same! It is such a varied role
that cuts across all aspects of Roots HR and its
services, so I have gained a broader exposure to
organisational activities in a shorter space of time than
I might have in a much larger company. There is
general administration and office support – handling
email and telephone enquiries, coordinating post,
providing a meet and greet service to office visitors,
maintaining office supplies, managing the CEO’s diary
and providing PA support, collating statistical data

"I was particularly attracted to Roots HR as a social enterprise providing services to not-for-profit
clients because I was passionate myself about working with the social sector"

on key performance indicators, making travel and hotel
bookings, and liaising with our IT provider to keep our
computers and telecom systems operating efficiently. I
deliver all of our social media activity on Twitter,
Facebook and our blog to keep our presence alive, draft
press releases, administer client satisfaction surveys and
prepare and send out marketing emails. I keep our
marketing materials and website updated. I maintain our
profile in business directories so that social sector
employers are aware of our services. I coordinate
promotional gifts and materials – such as when we
celebrated Roots HR’s fifth year, and for delegates
attending our training events. We have had a new client
relationship management database installed and I make
sure all of our business information is inputted and up to
date. The great thing about this role and our organisation
is that we focus our work with social sector clients; their
own organisational backgrounds are so wide-ranging in
terms of type and purpose of business, key stakeholders
and number of staff, that the diversity of our clients
ensures that engagement with them on a daily basis
brings variety to my role.
What are you most proud of having accomplished?
I have achieved a lot in my first
three years that I am
personally and professionally
proud of. I am proud of the
relationships I have developed
with our clients. That has been
developed through ongoing
contact, and also through my
increased knowledge of each
organisation and its own
needs. I have been on-site in
client
organisations
to
facilitate
interviews
and
assessment centres. I recently
led on the development of our
new exhibition stand and counter, generating the ideas
and taking forward to creation with the supplier – I am
really pleased with how that has turned out, I’ve had
really positive feedback on how fresh and engaging it
looks. I ensure our IT infrastructure is maintained. Back in
2012 I knew absolutely nothing about IT beyond operating
a computer; now I have overseen our Broadband upgrade
and our move to cloud-based email storage to keep our
systems efficient and secure. I worked with our CEO and a
Director to identify what we needed from a new
database, and I then worked with the supplier to tailor the
system to meet our very specific requirements. I am now
taking on the next major IT development, implementing a
new server and upgrading its current software.

What have you been most surprised by in your role?
It has been really interesting learning about human
resource management. It was not an area that I
previously knew anything about. I have been surprised
by the extent to which I have developed my
understanding of this area of organisational
management. I have had to develop a grasp of HR to
help me coordinate the enquiries coming in to the
organisation, to determine the importance of an issue
and to ensure I handle things appropriately and
sensitively. HR really is at the core of everything any
organisation does – it is exciting to be involved in this.
What do you think has been key to your successful
career progression?
I am grateful for support from all of my colleagues at
Roots HR – our CEO helped me develop the confidence
to represent Roots HR at external events and on social
media platforms, the HR Consultants guided me in
handling
client
enquiries
and
managing
correspondence, and the Finance Officer worked with
me to ensure I administered information appropriately
to enable accurate accounting. It is great to work with
such a professional and supportive group of people,
who have all shown a commitment to facilitate my
development and whose own high standards of working
have helped me to drive up my own performance levels.
I am trusted for the expertise I have developed in my
role, and I am required and encouraged to self-resource
so if I don't know how to do something or we are
introducing an office system which is new to us all, I
take control and master it. Having a personal
commitment to the values and ethos of the social sector
is also important because it keeps me focused on the
Vision, Mission and Social Purpose of Roots HR, and it
helps me to develop relationships with our clients.
Having opportunities to develop my professional skills
as part of my longer term career development has been
empowering: I have taken on responsibility for
supervision of work experience students and summer
interns who we often bring in to work with us so I get to
put in to practice the people management skills that we
promote to our social sector clients.

"We focus our work with social sector clients; their own organisational backgrounds are so wideranging in terms of type and purpose of business, key stakeholders and number of staff, that the
diversity of our clients ensures that engagement with them on a daily basis brings variety to my role".

