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Programme Manager (Primary) ~ Job Description
A. Conditions of Service

	Salary:
 
	£27,000-£30,000 depending on experience.

	
	

	Pension contribution:
	5% employer’s contribution to personal pension plan

	
	

	Hours:
 
	37 hours per week

	
	

	Annual leave:

	28 days plus bank holidays 

	
	

	Term of employment:

	Initially for one year, with the likelihood of extension, subject to the continuing availability of funding

	
	

	Reporting to:


	Senior Programme Manager 

	Location:


	Based in Hackney with travel to neighbouring boroughs.

	
	

	
	


B. Background

Inspire! Education Business Partnership:

All young people should have a fair chance to succeed. Our mission is to deliver high-impact services driven by local need, helping young people to find their strengths and thrive.
Founded in 2004, Inspire! is an Education Business Partnership that supports and opens doors for young people aged 3-24 from Hackney and beyond. Through a range of programmes, we provide thousands of young people with the skills they need to access and succeed in the world of work. We support and inform their aspirations, raise achievement levels and enhance social mobility, giving young people access to a world of choices that may otherwise have remained out of reach.

Since its establishment, Inspire! has grown rapidly and now employs 30 staff, with a turnover of £1.2m per annum. Currently working with 42 schools, more than 12,000 young people take part in our programmes every academic year, involving over 750 volunteers from our network of employers. In 2014 we established our independent school, Inspired Directions School, offering alternative provision for learners whose needs cannot be met within mainstream education.
Our Values:

Our staff are Committed – we are dedicated to our work and our cause; Caring – we believe all young people deserve to be heard and supported and Collaborative – we build partnerships and networks to help us realise our goals.

Our work is Excellent – we deliver high quality programmes that achieve these aims; Creative – we innovate to meet the needs of young people as they arise and Impactful – we make a practical, tangible difference to the lives of young people.
C. Safeguarding Statement

Inspire! is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults in its care. We will take every reasonable step to ensure that children, young people and vulnerable adults are protected where our staff and associates are involved in the delivery of our work. As an employer, we expect all staff and volunteers to share this commitment; and as such an enhanced DBS check will be required and safeguarding training will be provided for the successful candidate
D. Summary of Role
Working in Inspire’s Primary Team, you will be responsible for planning, delivering and evaluating our primary programmes. You’ll play a key role in our small busy team bringing together volunteers, businesses and school staff to deliver a high quality service to primary schools and young people in the boroughs of Hackney, Camden, Islington and beyond.
E. Responsibilities
1. Delivery: To manage and ensure the high quality delivery of Inspire! primary programmes, activities and services to meet the needs of schools, children and young people to achieve agreed delivery targets, standards and health and safety requirements.
1.1. Liaise and consult with primary schools to understand their needs and priorities and plan appropriate programmes and activities.
1.2. Organise and deliver work-related learning, enterprise, mentoring and transition activities and services to schools, children and young people, to achieve agreed outcomes and meet our service level agreement commitments, in accordance with Inspire!’s health and safety and quality frameworks.
1.3. Building strong, proactive relationships and liaising with school staff to ensure effective two-way communication and that schools maintain high levels of satisfaction with the support and service provided.
1.4. Where programme activities take place out of school, carrying out health and safety checks and risk assessments, as necessary, to ensure that the necessary standards and precautions are adhered to.
1.5. Establishing links and sharing good practice with other programme providers.
1.6. Maintaining an up-to-date awareness of school curriculum requirements, government policy, general developments and good practice in the fields of work-related and vocational learning, mentoring, employee volunteering and education business link activities
2. Project Development: To ensure that Inspire! is able to both initiate and develop new ideas and respond quickly, effectively and creatively to new opportunities.
2.1. Regularly reviewing the relevance and quality of assigned primary programmes and project activities.
2.2. Designing and developing new and innovative programmes that meet the needs of children and young people, their teachers and other school staff. 
2.3. Supporting and informing the longer term sustainability of projects and programmes.
3. Finance and Contract Management: To ensure that all activities are fully costed and monitored and are matched by agreed revenue streams.
3.1. Ensuring that the delivery of assigned programmes and services meets the terms of our service level agreements and contracts, agreed targets and deadlines and the conditions of any relevant funding bodies.
3.2. Monitoring time and expenditure for each project against agreed outputs and preparing and submitting output returns where appropriate.
3.3. Authorising and monitoring project expenditure against agreed budgets.
4. Employer Engagement: To research and secure a range of employers and employee volunteers to support the delivery of assigned primary programmes.
4.1. Ensuring all businesses and volunteers are recruited for in-school activities and workplace visits, in accordance with the lesson plans and delivery schedules for assigned primary programmes.
4.2. Building and maintaining positive relationships with businesses, volunteers and other partner organisations, developing mutually beneficial ways of working and agreed support plans to meet Inspire!’s objectives and the needs of schools.
4.3. Providing training, briefings and guidance to business partners, employee volunteers and school staff in preparation for the delivery of assigned primary programmes.
4.4. Ensuring effective recognition of the contributions made by employers and volunteers to programme activities, through regular updates and thanks.
4.5. Ensuring all volunteers have had appropriate safeguarding checks if required for the programme they are supporting.
4.6. Supporting Inspire!’s wider employer engagement strategy through initiating and developing contacts with business and organisations and securing their interest and support for other Inspire! activities.
5. Monitoring and Evaluation: To ensure all assigned programmes are monitored and evaluated as required by funding bodies and schools, and to inform their further development and potential expansion, where appropriate.
5.1. Ensuring all required monitoring information and associated evidence is collected in a timely and accurate manner and provided to other colleagues, schools, funders and / or external partners as per agreed schedules.
5.2. Providing schools, funders and other partners with evaluation reports as per agreed service level agreements.
5.3. Attending review meetings with schools, funders and other partners as per agreed service level agreements.
6. Marketing and PR: To promote Inspire’s work, reputation and brand. 
6.1. Representing Inspire at external meetings and conferences, where appropriate.
6.2. Securing and maximising PR opportunities for Inspire’s primary school programmes.
7. Personal Development: To take part in Inspire’s performance review system. 
7.1. Working with your line manager to identify and work towards annual staff objectives and staff development programme.
7.2. Taking up opportunities for continuing personal and professional development.

8. Other: 
8.1. Contributing to Inspire!’s strategic development, planning and reporting processes.
8.2. to carry out any other duties that may be reasonably be requested by the Chief Executive of Inspire! and that are in line with the purpose and level of the post.
F. Person Specification

	Area
	Essential (E)/ Desirable (D)
	Criteria 
	Assessment method 

	
	
	
	Application 
	Interview 

	Qualifications
	E
	Educated to degree level or equivalent experience
	· 
	

	
	D
	Qualified Teacher status or significant relevant informal teaching experience


	· 
	

	Experience 
	E
	Working in a multi-cultural education setting
	· 
	· 

	
	E
	Working on projects that involve schools, children and /or young people 
	· 
	· 

	
	E
	Track record of managing successful projects and partnership working.
	· 
	· 

	
	E
	Experience of planning relevant activities for children and young
	· 
	· 

	Knowledge
	E
	Awareness of equalities issues
	
	(

	
	E
	Understanding of how schools operate
	· 
	

	
	E
	Up to date knowledge of primary school curriculum requirements
	· 
	· 

	
	D
	Experience of working with and managing volunteers
	· 
	

	
	D
	Knowledge of government policy and good practice in work-related and vocational learning and / or employee volunteering
	
	· 

	Skills
	E
	Excellent communication skills including managing and leading a team and the ability to persuade and negotiate effectively 
	
	· 

	
	E
	Excellent planning, prioritisation and organisational skills
	· 
	· 

	
	E
	Ability to build and sustain positive, professional relationships with a range of individuals from young people to employers and to manage their expectations 
	· 
	· 

	
	E
	Able to work well under pressure, managing multiple deadlines and projects.
	· 
	· 

	
	D
	Ability to deliver engaging presentations to groups of children 
	· 
	· 

	Values
	E
	Collaborative: excellent interpersonal skills and ability to work both as part of a team and independently. 
	
	· 

	
	E
	Excellent and Impactful: excellent attention to detail and commitment to quality
	
	· 

	
	E
	Caring and Committed: demonstrable commitment to the aims and purpose of Inspire! and interest in working with young people
	· 
	· 

	
	E
	Creative: innovative and flexible approach to work and delivery.
	
	· 
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