
Assistant Programme Manager – Reading Well (Wales) 

 

Location:  Free Word, 60 Farringdon Road, London   
Responsible to:  Programme Manager, Reading and Health  
Hours:   Full time - 37 hours per week 
Timescales:  Immediate start for two years  
Salary:   £26,000 per annum   
 
We have been awarded funding from Welsh Government to roll out Reading Well in Wales over the 
next two years; focusing on Reading Well for dementia in 2018 and for adult mental health in 2019. 
We require an Assistant Programme Manager to oversee the delivery of this exciting project as part 
of the Reading and Health team 

Purpose of the post:  
To manage the delivery of Reading Well Books on Prescription in Wales on time and in budget; 
working with key stakeholders to create the infrastructure and partnerships necessary to ensure its 
successful adoption and future sustainability 

This post is offered as a two year contract in the first instance.  

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

the Reading Journey 

 Contribute to the overall leadership of The Reading Agency through participating in all-staff 
meetings 

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

Responsibilities 
 To manage the delivery of Reading Well in Wales; overseeing  all aspects of Welsh 

programme delivery against the  timescales, targets and budgets agreed with key 
stakeholders and funders 

 To manage reporting to funders against budget and operational targets as required   

 Work with partners to set up and manage appropriate commissioning models to support 
the translation and publication of collections in Welsh 

 Manage relationships with English publishers to negotiate rights and permissions for 
translated texts.  

 Set up and manage an appropriate stakeholder infrastructure to deliver the scheme 
encompassing public libraries, health partners and other key stakeholders 

 Manage the translation and development of appropriate digital, web and paper based 
resources  

 Oversee the distribution of materials and collections to Welsh libraries and any other 
agreed distribution points 

 To set up and manage relevant launch events and supporting PR and communications 

 Commission and manage the evaluation process ensuring that an appropriate approach is 
taken to evaluation to encompass the Welsh elements of the scheme  

 To contribute to ‘the generic responsibilities* as appropriate and as agreed with your line 
manager 

 To carry out other tasks as requested by The Reading Agency management where capacity 
allows 



 

Generic responsibilities are: 
 To represent The Reading Agency at external meetings, events and conferences as required 

 To manage the relevant programme budgets within the financial framework agreed with 
your line manager and the director of finance  

 To manage the delivery of the programme’s evaluation strategies and reporting within the 
framework agreed with your line manager and the evaluation manager  

 To contribute to internal planning and business planning 

 To contribute to planning and delivering an effective fundraising strategy and/or business 
model  for this area of work with your line manager and  the director of development and 
communications 

 To contribute to developing and delivering a communications strategy for this area of work 
as agreed with your line manager and the director of development and communications  

 To create, develop and maintain content for the websites and other digital platforms 

Person Specification: 
 Project management skills  

 Experience of partnership management and development 

 Experience of evaluating the impact of projects and ensuing business development  

 Ability to work to deadlines, under pressure and to prioritise 

 Excellent communication skills (written and verbal) 

 Ability to work in a team  

 Knowledge of the health sector including delivery frameworks 

 Knowledge and understanding of public libraries 

 Experience of working with publishers preferably in the area of negotiations of rights and 

permissions 

 Awareness of Welsh context for programme delivery 

 High sense of personal responsibility for The Reading Agency’s work 

Background 
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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