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Programme Manager (Secondary) – Job description 

Contract period: Fixed term to 31st August 2022 (with likelihood of extension) 

Hours: Full time   

Salary: £27,000 - £29,000 per annum  

Reporting to: Senior Programme Manager 

About Inspire  

Inspire is a Hackney-based charity supporting young people to create a positive future for themselves. We 

connect young people with the world of work, challenge stereotypes and celebrate local talent. 

Founded in 2004, we open doors for young people aged 3-24 in Hackney and beyond, through a range of 

programmes which help them to raise their aspirations and achievement levels.  

With a team of 30 staff and an annual turnover of £1 million, we work with schools across Hackney, Camden 

and Islington, supporting thousands of young people each year with volunteers from a huge network of 

employers. In 2014 we established our independent school Inspired Directions, which offers alternative 

provision for learners whose needs cannot be met within mainstream education.  

Our team is a diverse, passionate and talented group of individuals driven by our values:  

- Commitment – we are dedicated to our work and our cause  

- Collaboration – building networks and partnerships to help us achieve our goals  

- Community – driven by the experiences of young people growing up in our communities  

- Creativity – innovating to meet the needs of young people  

- Inclusivity – celebrating diversity and providing support regardless of ability 

- Impact – making a practical difference to young people’s lives  

 

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. 

 
Purpose of the role 

The Programme Manager (Secondary) is responsible for planning, developing and delivering a varied portfolio 

of Secondary school programmes, managing secondary school relationships and ensuring high-quality 

programme delivery.  

 

Responsibilities 

 
The post will involve:  
 
1 Programme Delivery: To manage and ensure the high-quality delivery of assigned Inspire programmes, 

activities and services. 
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• Organising and delivering assigned work-related learning, enterprise and careers activities and 
services to young people, to achieve agreed outcomes and meet our service level agreement 
commitments,  

• Developing programme outlines and resources for secondary programmes in line with 
proposals/contracts. 

• 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. 

• Designing evaluation frameworks for programmes that gather relevant data. 

• Evaluating project delivery and impact to inform the further development and potential expansion, of 
key programmes and activities. 

• Establishing links and sharing good practice with other programme providers. 

 
2 Account Management: To manage relationships with key secondary schools and colleges.  
 

• Supporting the Senior Programme Manager to liaise with schools and colleges to understand their 
needs and priorities and plan appropriate programmes and activities for the year. 

• Building and maintaining positive, proactive relationships with school and college staff, to ensure 
effective two-way communication and maintain high levels of satisfaction with the support and 
service provided.  

• Growing school partnerships, and communicating regular updates and any major concerns to the 
Senior Programme Manager as required 

 
3 Programme Development: To ensure Inspire can both initiate and develop new ideas and respond 

quickly, effectively and creatively to new opportunities. 
 

• Regularly reviewing the relevance and quality of all programme and project activities. 

• Designing and developing new and innovative programmes that meet the needs of young people, 
their teachers and other school staff.  

• 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, employee 
volunteering and education business link activities. 

• Supporting and informing the longer-term sustainability of projects and programmes. 

 
4 Employer Engagement: To lead on the recruitment, retention and expansion of the number and range of 

employers and employer volunteers supporting Inspire’s work with the 11-19 age group. 
 

• Supporting Inspire’s wider employer engagement strategy and business development through 
initiating and developing contacts with organisations and securing their interest and support for 
Inspire activities. 

• Building positive, longer-term relationships with businesses and other partner organisations, 
developing mutually beneficial ways of working and agreed support plans to meet Inspire’s objectives 
and the needs of schools. 

• Setting and monitoring employer engagement targets for the delivery team to meet the needs of 
programme delivery. 

• Providing training, briefings and guidance to business partners, employee volunteers and school staff 
in preparation for programme delivery, including advice for employers to enable the provision of 
effective work experience placements.  
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• Ensuring effective recognition of the contributions made by employers and volunteers to increase 
retention and support the longer-term sustainability of Inspire’s secondary programmes. 

 
5 Finance and Contract Management: To ensure that all activities are fully costed and monitored and are 

matched by agreed revenue streams. 
 

• Working with the Senior Programme Manager to develop individual project budgets in response to 
contracts/proposals. 

• Managing project budgets, planning and implementing ways of being sustainable and cost effective. 

• Ensuring all required monitoring information and associated evidence is collected in a timely and 
accurate manner and provided to other colleagues, funders and / or external partners, as per agreed 
schedules. 

• Monitoring time and expenditure for each project against agreed outputs and preparing and 
submitting output returns where appropriate. 

• Monitoring income and project expenditure against agreed budgets, authorising as necessary. 

• Supporting and informing the financial sustainability of projects. 

 
6 Management: To contribute to the effective day to day management of operations. 

 

• Managing staff within thedelivery team ensuring individuals are fully equipped to undertake their 
roles effectively and ensuring that all required HR procedures are followed in relation to line 
management. 

• Leading, supporting and participating in team meetings, briefings and staff one to one meetings  

• Contributing to the development of internal and external training workshops. 

• Contributing to Inspire’s strategic development, planning and reporting processes. 

 
7 General: To support Inspire’s wider activities and development. 

 

• To represent Inspire at external events relevant to the post as and when required and help to 
maximise PR opportunities for Inspire’s programmes. 

• To take part in Inspire’s Performance Review system, actively contribute to team meetings and 
explore and take up opportunities for your own continuing professional development 

• Working with the Senior Programme Manager to identify and work towards personal development 
objectives  

• To carry out any other duties that may be reasonably be requested which are in line with the purpose 
and level of the post. 

 
Person Specification 

 
Essential 
 

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

• Impactful: excellent attention to detail.  
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• Committed and community-focused: demonstrable commitment to the aims and purpose of Inspire 
and interest in working with young people in our boroughs. 

• Creative: innovative and flexible approach to work and delivery. 

• Inclusive: celebrating diversity and providing support regardless of ability. 
 

• Qualified to degree level/Advanced Apprenticeship level 4 or equivalent experience. 

• Significant experience of working in a multi-cultural education or community setting. 

• Track record of managing successful projects and partnership working. 

• Previous experience designing and delivering activities to groups of young people or adult learners. 

• Highly organised with excellent project management skills and the ability to manage multiple 
deadlines effectively under pressure. 

• Strong communication skills, including effective writing and presentation skills. 

• Knowledge of how schools operate. 

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

• Awareness of equalities issues and good practice. 

• Ability to build and sustain positive and professional relationships with a range of internal and 
external stakeholders. 

• Excellent ICT skills. 

• Commitment to high quality outcomes and delivery. 

• Enthusiastic and self-motivated, with a ‘can do’ attitude and ability to motivate a team to achieve 
results. 

• Commitment to own learning and development. 
 
 
Desirable 
 

• Accredited learning in teaching or youth work. 

• Experience of working with schools. 

• Working within, or in partnership with, the private sector.  

• Experience of working with volunteers. 

• Up to date knowledge of school curriculum requirements. 

• Knowledge of health and safety / risk assessment legislation and recommended practice. 


