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JOB DESCRIPTION 
Job Title:			Programme Manager   
Responsible to:			Head of the Curriculum Centre 
Salary:				£43-45,000 pa
Location: 		Head Office 
Start date: 		As soon as possible 
[bookmark: _GoBack]Interview date:  		Thursday 26 May 

JOB PURPOSE
The Curriculum Centre is developing two innovative programmes of work: delivering the Department for Education’s national Latin Excellence Programme and our Curriculum Centre Partnerships programme. Both programmes involve managing a growing number of partnerships with schools across the country. 
We are looking for an experienced Programme Manager with strengths in project management and communications. The Programme Manager will manage the day-to-day delivery of both the Latin Excellence Programme and the Curriculum Partnerships programme with the support of an administrator.  This is a key post responsible for the smooth running of two important programmes of work, including managing workflows, information and database management, budget handling, and the communications strategy. 
The ideal candidate is someone with a passion for project management, particularly partnership projects that involve working in small teams to manage growing projects with multiple stakeholders. They will be highly-organised and motivated, able to take ownership of planning and day-to-day project management. Excellent verbal and written communication skills are essential, as well as an eye for detail and an interest in school education, curriculum development, or teacher training.

KEY RESPONSIBILITIES
PROJECT MANAGEMENT 
· To work closely with programme directors to set out key project milestones and outputs.
· To set-up and manage project management workflows and project cycles, ensuring that programme delivery is closely tracked and ways of working are streamlined, effective, and agile. 
· To shape, and drive improvements to, the implementation strategy for programmes in conjunction with programme directors. 
· To identify and monitor project risks and challenges, using initiative to avoid or mitigate these where possible and communicating concerns to programme directors.  
· To assist programme directors with written and verbal updates on project progress, providing accurate and up-to-date evaluations, as required. 
· To be a first point of contact for programmes and able to communicate the programme aims, vision, and progress effectively. 

COMMUNICATIONS 
· To design, develop and manage the communications from the Curriculum Centre, specifically for our external programmes. 
· To provide strategic and integrated communications, particularly developing social media and web presence through effective campaigns. 
· To build positive relationships with key stakeholders, especially programme partners, through proactive and meaningful communications. 
· To work with the Programme Administrator to ensure that communications align with the aims and values of programmes. 
· To report on and review the impact of the communications strategy, making improvements where required, to ensure it achieves the intended impact. 

FINANCIAL MANAGEMENT 
· To provide oversight of day-to-day spending against project budgets, ensuring that programmes are delivered efficiently and to budget. 
· To work with Future Academies’ Finance team to ensure policies and processes are followed with respect to financial controls, budgeting, and reporting.  
· To meet with Finance Partners on a fortnightly basis to review spending and budgets, and compile reports for stakeholders.

ADMINISTRATION, DATABASE MANAGEMENT AND DOCUMENT CONTROL 
· To manage programme databases, ensuring that these are well-organised, functional spaces.  
· To manage file directories for programmes, ensuring that documents are clearly organised and archived in a systematic manner.  
· To follow data protection processes, ensuring that file-sharing protocols are clearly designed and carefully managed, especially when working with external partners. 
· Working closely with and, where required, directing the work of the Programme Administrator to ensure the effective administration of programmes.  

WORKING AS PART OF THE CENTRAL TEAM
· To provide oral updates and written reports for the Head of the Curriculum Centre, as required.
· To comply with Future Academies health and safety rules and regulations in accordance with relevant legislation. 
· To work as part of the Future Academies Curriculum Centre, supporting its strategic aims and sharing its vision for education. 

SAFEGUARDING 
As an educational trust, Future Academies is committed to the safeguarding and promotion of the welfare of all children and young people. Therefore, the trust expects all members of staff and volunteers to share in this commitment.  To this end, both an ‘Enhanced Disclosure and Barring Service’ check and a ‘Barred List’ check will be required for this role.
No job description can be entirely comprehensive, and roles develop organically over time.  The post holder will be expected to support with any other duties appropriate to the role, as and when this is required. 

PERSON SPECIFICATION
	
	DESCRIPTION
	ESSENTIAL (E) / DESIRABLE (D)

	EXPERIENCE:
PROJECT MANAGEMENT 
	Experience in a project management role with an emphasis on external partnerships
	E

	
	A track record of successfully delivering complex programmes as a project lead or similar, including defining project milestones, identifying risk, and monitoring progress
	E

	
	Knowledge and experience of project management methods and tools  
	E

	
	Experience of working in or leading small teams as projects develop
	D

	
	Experience working on education programmes or charitable projects
	D

	EXPERIENCE: COMMUNICATIONS 
	Experience of providing strategic communications for complex programmes 
	E

	
	The ability to design and lead a programme of internal communications 
	E

	
	The ability to direct and manage external communications, including developing social media and web presence
	E

	
	Experience of building positive relationships with key stakeholders through effective communications, especially programme partners
	E

	
	Experience of shaping communications for educational or charitable projects underpinned by a social mission 
	D

	WIDER SKILLS & QUALITIES 

	Commitment to Future Academies’ vision for education: that all children, irrespective of background, have an entitlement to learn about the best that has been thought and said
	E

	
	Excellent interpersonal skills, with the ability to inspire trust and persuade others
	E

	
	Excellent communication skills, able to foster strong working relationships at all levels of the organisation and with a range of external partners
	E

	
	Excellent ICT skills, with a good knowledge of Excel
	E

	
	A high level of accuracy and attention to detail, especially in written communication
	E

	
	A natural networker with the ability to inspire confidence at all levels
	D

	
	Self-motivated, with a ‘can do’ approach to problem solving
	D

	FURTHER REQUIREMENTS
	Committed to equality, diversity & inclusion
	E

	
	Commitment to safeguarding and promoting the welfare of children and young people
	E

	
	Willingness to undertake further training and commit to professional self-development 
	E

	
	Right to work in the UK
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