
Job description  
 

 

Job title:   Programme coordinator  
Base:   Free Word 
Responsible to:  Head of publisher relationships 
Salary:    £24 - £28k pro rata 
Hours:   Part time – 3 days per week 
Timescale:  From January 2015 for 6 months in the first instance 

Context of the job 
 Work creatively and collaboratively with colleagues across The Reading Agency. 

 Work with others to ensure that The Reading Agency’s work remains cutting edge 

Purpose of the post 
We need someone to join the newly formed publisher partnerships team 

 To deliver and shape our partnerships with children’s publishers as we develop our new strategy 
for the programme 

 To support and develop our children’s publisher partnerships  and other Reading Agency 
children’s and young people’s programmes as capacity allows 

Main Tasks 

 To broker and manage publisher plans for all  children’s publisher partnerships 

 To liaise with programme managers and publishers in development of events, reading group 
projects, promotions and other reading initiatives 

 To take a lead on implementing publisher plans, in consultation with the head of publisher 
relationships 

 To work with the programme co-ordinator, children’s programmes to plan and develop the 
annual children’s publisher roadshow  

 To create and develop content for the website 

 To update and edit content for the website and social media networks 

 To be accountable for answering enquiries from libraries and other partners about delivery of 
the programmes 

 To liaise with library staff including eliciting evaluation data, dealing with queries and marketing 
our initiatives and promotions 

 To support the head of publisher relationships with the development of strategic partnerships 

Other 

 To carry out other projects or duties as may be requested by The Reading Agency management 
where capacity allows 

 
 
 
 



 

 

Person specification 

Skills and Abilities 

 Good knowledge and experience of children’s and young people’s publishing 

 Good knowledge of children’s and young people’s libraries 

 Excellent understanding of digital formats and social media 

 Digital editorial skills 

 Excellent communication skills (written and verbal) 

 High level of interpersonal skills 

 Influencing skills and personal credibility 

 Ability to come up with creative solutions and ideas 

 Excellent negotiation skills 

 Excellent organisational skills 

 Able to work to deadlines, under pressure and to prioritise 

 Flexibility to respond to changing needs  

 Able to work independently and in teams 

 Understanding of evaluation and its importance 

 Passionate about reading  

 High sense of personal responsibility for The Reading Agency’s work and outcomes 
 
The Reading Agency is committed to openness and equality of opportunity in every activity, from the way 
we employ staff to the way we deliver services.  It is a central responsibility of board members, managers, 
employees and contractors of The Reading Agency to ensure that every individual with whom we come into 
contact is treated with dignity and respect. 
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