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1. On us: DK&A and the  
Design Thinkers Academy
DK&A are a strategy studio with design expertise. We run projects 
for business, government and charities that require experience and 
networks in the creative industries. Clients choose us because they 
like our optimistic user-centred view of business and our emphasis on 
helping teams to achieve their creative potential. We are passionate and 
knowledgeable about design and the positive role it can play in problem 
solving and business planning. 

We are a mission-drive business that believes that design can unlock 
ideas and turn them into great innovation for social good. To this end 
we also run the Design Thinkers Academy, which trains tomorrow’s 
innovators. We run open courses including our much sought-after 
Bootcamps that attract senior execs from all over the world to London. 
We also run tailored in-company programmes.

Our clients are varied and across consulting and training include: HS2,  
St Georges University of London and Kingston University, Richemont, 
Visa, the Ministry of Justice, NHS, Lloyds, Michelin, Orange and  
many more. 

www.kesterassociates.co.uk 
www.designthinkersacademy.co.uk 

2. The team and our structure
Our studio has grown quickly since we started up in 2015 – literally a few 
of us with laptops round our kitchen table. There are now 10 of us on 
the payroll and 25 Associates. Our Associates are mostly leading design 
experts who either help us deliver client projects or who teach with us as 
part of our Design Thinkers Academy Faculty.

We are a venture with a plan and key to our future is our team. For 2018 
we are creating a profits and ownership scheme for all our team. Our 
ambition is to create a platform for our current and future talent to thrive 
and grow with the business. 

Our structure is flat. We working as a lean matrix team based around 
projects (delivery) and skills (personal development).
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3. The role
With a busy mix of open and bespoke training programmes at any one 
time, we now need a good organiser, producer and communicator to 
help us run and develop smoothly and effectively. Ideally our candidate 
will have a passion for design and be familiar with the sort of work we 
are involved in. They will have very good experience in the production 
and administration of training events, some experience in project 
management and a familiarity and interest in smart working practices and 
systems. This is a hands-on role for a self-starter with an eye for detail, 
good time management and a collaborative spirit, who enjoys being at 
the centre of organising and helping manage a growing venture.

We have a flat structure and the role will be working across the Design 
Thinkers Academy team and with all team members. The post reports to 
our Head of Faculty, Belinda Abbott.

4. Key areas of responsibility
4.1. Training event production
—  Support planning, development, design, set up, delivery and wrap up

—  Support, assist and organise coaches, speakers, associates and in-
house team e.g booking flights and accommodation, liaising with them 
on project deadlines, their presentations as well as maintaining records 
of their agreements/contracts and fees.

—  Event management and logistics – researching and booking venues, 
catering, equipment hire, AV needs, training supplies, materials  
and props

—  On-site event support and live troubleshooting

—  Research and negotiate with suppliers

—  Liaise with and brief in-house designer and digital marketing team and 
oversee ongoing production, improvement and delivery of printed tools 
and materials for training events

—  Set up, facilitate and contribute to various social media groups (LinkedIn 
and WhatsApp) used for each training cohort

—  Be a host for our delegates and take responsibility for the detail that 
makes their learning experience great, including looking out for their 
general wellbeing, including any specific requirements particular 
delegates may have
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4.2. Administration
General administration of the daily business of the Design Thinkers 
Academy including:

—  Resourcing colleagues and Associates on to projects working with the 
Studio Manager (incl. maintaining DTA’s clash and holiday diaries)

—  Listing our courses on to relevant sites including DTA.com (NL)

—  Organising and maintaining continuous improvement around DTA 
systems, on-line filing and folders

—  Work with the Head of Faculty and the Customer Relationship  
Co-ordinator to update weekly status and sales reports

—  Support and partner with Head of Faculty to achieve goals  
and objectives

—  Manage studio supplies, materials and stationery

—  Liaise and collaborate with studio manager to timetable,  
plan and organise

4.3. Finance
—  Manage budget for each training event

—  Liaise with Finance to pay invoices promptly

—  Liaise with Finance and Customer Relationship Co-ordinator to analyse 
income vs expenditure, per event as well as over the year

4.4. Executive Assistance to MD
—  The role will also provide added support to the MD. This will include: 

some diary management (e.g. business development); meeting 
organisation and travel planning.

5. Attributes and experience
As a strategic design agency and training organisation, we need to 
practice what we preach. We advocate design thinking as a smart agile 
approach to innovating and doing good business. That means we need 
to be lean and clever in how we run our own affairs. We need to do this 
to be effective and we must also be seen to do this so that we build a 
reputation for quality delivery.

It is essential for this role to combine experience in training event 
management, as well as setting up systems and helping to organise the 
team. We don’t expect that our candidate will have the full mix of skills 
and experience when they start – but they must be able to show relevant 
experience, demonstrate they have initiative and that they are a quick  
and able learner and doer.

We envisage that this role has the potential for management development. 
We are looking for some good track record and lots of ambition.
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Specific areas of experience 
Essential 
—  Producing and managing relevant training events within a  

busy work setting

— Understanding and applying good project systems and methods

— Aptitude and ease around IT and systems

—  Good time management and the ability to organising the priorities  
and plans of a team

— Excellent written and verbal communication

— Ability to work at all levels, running meetings and progress sessions

On the above we would expect evidence of +3 years of experience. 

Desirable
—  Knowledge of design and design thinking

—  Designing and implementing new internal systems

—  Office administration

—  Project management

6. Remuneration and benefits
This is a permanent full-time role. The salary will be in the region of 
£23,000 to £27,000 depending on experience.

In addition to the salary the post-holder will be enrolled into an optional, 
contributory pension. DK&A will match your contributions up to 2.5% in 
the first year. This will rise to 4% each in Year 2.

7. Location
The role is based at our studio at the Factory in Wandsworth. This an 
attractive light white studio with good facilities including a shower,  
bike parking and high quality shared meeting and kitchen facilities.

All team members are provided with laptop or, where more suited,  
a desktop. 

8. Application instructions
To apply please send your CV and covering letter, stating the position  
you are interested in, to belinda@designthinkersacademy.co.uk by  
Sunday 21st January 2018. Please note, you must already have the 
right to work in the UK and provide proof of this, if successful in your 
application. An initial conversation will take place on the phone the 
following week, with face to face interviews to follow.

David Kester & Associates 
The Factory 
265 Merton Road 
London SW18 5JS

+44 (0)20 7386 2380 
belinda@designthinkersacademy.co.uk  
kesterassociates.co.uk


