
Programme assistant – reading promotions 

 

 

Base:   Free Word, 60 Farringdon Road, London   
Responsible to:  Assistant Programme Manager, Promotions 
Hours:   22.5 hours across 3 days a week 
Timescale:  To 30 June 2017, immediate start 
Salary:   £18,086 pro rata 

Purpose of the post 
To support and develop The Reading Agency’s reading promotions. 

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 high quality and cutting edge 

Responsibilities 
 Supporting the assitant programme manager in running book prize and book club promotions, 

liaising with partners, libraries, reading groups and other institutions. 

 Supporting the coordination of the Radio 2 Fiction and Non Fiction Book Clubs. 

 Collecting data and images for evaluation of promotions and preparing reports. 

 Designing, implementing and updating social media and online communications for promotions. 

 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: 
 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 
 Competence in all Microsoft Office applications  

 Excellent understanding of digital formats and social media 

 Excellent editorial skills – experience of writing and editing for print and online platforms  

 Experience of work or responsibilities requiring initiative and proactive approach 

 Experience of working to deadlines 

 Confident, friendly telephone manner 

 Prioritising workload and working independently 

 Multi-tasking 



 

 

 Able to adapt and reprioritise as necessary for changing circumstances 

 Able to remain calm and work effectively under pressure 

 Able to present a professional and welcoming image 

 Able to work without discrimination to colleagues and users 

 Accuracy and attention to detail 

 Persistent  

 Conscientious  

 Responsible 

 Flexible 

 A passion for reading 

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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