
 
 

Programmes Manager 
 

ADVERTISEMENT & JOB DESCRIPTION  
 
Job Title: Programmes Manager 

Reporting to: Director of Programmes 

Responsible for: Working with the programmes team to coordinate schools and event activity  

Salary: £30,000 - £35,000 p.a.  

Location: London-based (SE1) with occasional travel to other parts of the UK.  

We have a flexible working culture including opportunities to work from home with regular office 

check ins. We are open to applications from those residing outside of London. 

Start date:  As soon as possible 

End date: 1 December 2022 

Job Type: Fixed Contract (with the potential to extend) 

Application Deadline:  We will be assessing applications on a rolling basis, please apply as soon as you 
are able. We will hold interviews on Zoom and in a central location in London. Please advise on 
application if you have any interview access requirements. 

 
Overview of Speakers Trust   
 
"My students have experienced something quite rare - the space to think and the freedom to speak 
about hopes and fears in an entertaining, mutually respectful and intellectually dynamic workshop." 
Teacher 
 
Our vision is for young people to speak confidently and be heard. 
 
Our work changes young people’s lives. Communication skills are vital for young people to achieve 
their potential at school and in work and for them to have the confidence and ability to influence 
social change. More than 40% of the young people we meet say they don’t have the confidence to 
speak in front of a group of peers. Our mission is to change this. 

We do this by delivering workshops and digital learning experiences that develop confidence and 

communication skills and by providing opportunities for young people to share their ideas and 

perspectives. We work with one in every five state secondary schools in England, as well as youth 

organisations across the UK, using face-to-face training and digital learning to reach thousands of 

young people each year.  

 

You would be joining the team at an exciting time in our development. We are currently expanding 

our work, both in terms of geographical reach and the depth of learning that we offer. In addition to 

over 15 years of experience in providing high quality, professionally delivered workshops, events and 

educational resources, we have now developed innovative digital learning experiences to help us 



offer our transformative training more widely. We help build a stronger society in which the voices 

of young people are heard, whatever their background. 

We are an equal opportunities employer and welcome applications from all suitably qualified 
persons regardless of race, sex, disability, religion/belief, sexual orientation or age. 

About the Team 

Speakers Trust is made up of a dedicated and passionate team. Our face-to-face work is delivered by 

a network of brilliant freelance trainers all over the UK, and is managed by a central office team. You 

will be joining the Programmes Team, managing the live and digital delivery of our programmes. Our 

office culture is supportive, friendly and ambitious. We provide opportunities for personal and 

professional development including yearly CPD and regular coaching and support.  

Job Purpose & Key Responsibilities 
The Programmes Manager will be a key player in our development. You will support our growth 

outside of London and Essex as well as the ongoing development and delivery of our digital offer. 

We are proud that we adapted quickly during the Covid-19 pandemic, evolving our offer and 

working hard to ensure we reached the young people who most need our support. You will drive this 

progress forward, embedding our work in schools across the UK.  

 

Speakers Trust works with over 700 schools and 20,000 young people every year, as well as partners 

and supporters from across the third-sector. You will be part of our central office team, supporting 

us to manage these relationships and build new ones that ensure more young people have access to 

the vital life skills we offer. The purpose of this role is to set up, manage and deliver programmes 

across the country and digitally. 

The key responsibilities of this role are set out here. The tasks are not a comprehensive list and other 

duties may be required as directed by the Line Manager. It is not expected that the post-holder will 

be doing all of these tasks at once.  

Programme Delivery 

- Manage the day-to-day operation of training programmes with support and leadership from 
the Programme Director 

- Drive progress in digital delivery, including contributing to the design and delivery of online 

learning and resourcing appropriately 

- Manage the digital delivery of programmes including maintenance and support of the online 

learning platform (where relevant)  

- Ensure workshop booking targets are met – working with School Liaison Coordinators 

- Ensure other programme targets are met – including developing digital learning, recruiting 

and training volunteers and arranging teacher training 

- Ensure trainer team is appropriately trained and resourced for each project  

- Support on team development where needed including recruitment and assessment of 

trainers 

- Ensure programmes are appropriately resourced – including liaising on design, print and 

distribution 

- Ensure programmes are appropriately evaluated and outcome-focused 

Event Delivery 

- Set up and manage events outside London and Essex – including staffing, venue booking and 

judge/VIP recruitment 



- Ensure events are adequately resources including print and design, prizes etc 

- Oversee management of competition entries where necessary – working with School Liaison 

Coordinators  

- Attend and assess a number of regional events through the year 

Partner Relationship Management and Reporting 

- Liaise with partners and contribute to project design – both face-to-face and digital delivery 

- Seek and build new partnerships, with a focus on driving forward digital development 

- Regular progress reports to partners – adjusting delivery where needed 

- Report against project targets: to the Programmes Director and partners and funders 

- Ensure appropriate feedback and reporting mechanisms are in place 

- Write and deliver programme reports as required 

 
Our central Office Team is small but mighty. This means the Programmes Manager will need to 
support the rest of the team with general office duties including undertaking day-to-day 
financial checks and invoice processing, managing office resources, taking telephone enquiries 
and keeping databases and spreadsheets up to date. We believe in the continuous professional 
development of our whole team and we will provide and encourage learning opportunities.  
 

What we are looking for 

You will be an experienced, organised and passionate project manager with a commitment to our 

mission and a focus on maximising impact for all participants.  

Knowledge and experience 

We value applicants with experience or knowledge of:   

• The UK education system 

• The third sector, particularly youth or education charity settings 

• EdTech, including digital learning platforms 

• Managing people or teams 

• Managing events 
 

Qualifications and Functional Competencies 
You will have: 

• Experience delivering programmes to a high standard, especially education or youth programmes 

• Experience of negotiating effectively on behalf of an organisation 

• Excellent attention to detail 

• An outstanding level of literacy and numeracy 

• Excellent written and verbal communication skills  - you will be responsible for relationships across 
the organisation including leadership, reporting and negotiating 

• A high degree of personal effectiveness (good time management skills with the ability to 
prioritise and work with a high level of productivity and the ability to adhere closely to deadlines 
and grant requirements 
 
The following experience is not essential, but would be valuable: 

• Experience developing digital learning experiences 

• Experience of line managing or managing the workload of a team 

• Knowledge of a range of computer software packages, including MS Office, Excel spreadsheets, 
(ideally SalesForce) or show the desire and ability to learn 

 
 



Other requirements are: 

• An enhanced DBS check (or be willing to undergo a full check) as Speakers Trust is committed to 
the protection and safety of the young people we work with;  

• Attended safeguarding training (or be willing to attend) as Speakers Trust is committed to the 
protection and safety of the young people we work with;  

 
Personal / Behavioural Competencies 
You will be able to: 

• Work with colleagues collaboratively and as part of a team 

• Manage multiple roles concurrently, effectively 

• Take a practical approach to problem solving 

• Be adaptable and flexible to the evolving needs of the organisation 

• Take a proactive approach to your learning and development needs  

• Work effectively under pressure 

• Be open and honest in relationships with others 

• Use initiative and be a self-starter 

• Have a commitment to the development of young people 

• Work flexibly - some evening and weekend work may be required. 

Speakers Trust is an equal opportunities employer and we particularly encourage applications from 

disabled and Black, Asian and Minority Ethnic (BAME) candidates, as these groups are 

underrepresented throughout the sector. 

Application by CV and cover letter outlining why you feel you are a good fit for the role - please 

upload your application using this form. 

If you would like to discuss the role please email alanna@speakerstrust.org with any queries or to 

schedule a call.  
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