
 

 

 

 

Programme Coordinator, Reading Friends 

Application Pack 
 

Fixed term 

Six months initially 

Possible extension to 31 August 2020 
 

Salary up to £23,000 per annum 
 

37 hours per week 

 

Closing Date: 5pm on Monday 5 August 2019 
 

Interview Date:   Wednesday 14 August 2019  
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Welcome! 
We are delighted that you are interested in joining us. 

At The Reading Agency, we bring reading to people of all ages and 
backgrounds, so everyone can read their way to a better life.  We mean 
everyone - from children to young adults, prisoners and older people - 
irrespective of age or economic background.  

We believe that reading can tackle life's big challenges, from social 
mobility to mental health and we're determined that no one is left behind 
as we strive towards realising our vision. 

We want to ensure that every individual with whom we come into 
contact is treated with dignity and respect. We are committed to 
openness and equality of opportunity in every activity, from the way we 
recruit employees to the way we deliver services. 

The work we do changes lives and it could not happen without the 
expertise, experience and passion of our amazing employees so if you 
think you have what it takes to join us then we would love to hear from 
you. 

 

 

Sue Wilkinson MBE 

CEO 
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The Job 

 Context of the job 
The Reading Agency is a national charity that tackles life’s big challenges through the proven power of 
reading. We work closely with partners to develop and deliver programmes for people of all ages and 
backgrounds; our vision is for a world where everyone is reading their way to a better life. 

Reading Friends is an innovative reading befriending programme delivered by The Reading Agency with 
funding from the National Lottery Community Fund. The programme is about to start the final year of a 
four-year funded development and roll out phase.  

Reading Friends builds social connections using reading to start conversations that combat loneliness and 
isolation for some of the most vulnerable members of our society; older people, people with dementia and 
carers. It is powered by volunteers of all ages and delivered by public libraries, community and voluntary 
organisations.  

Reading Friends is entering an exciting new phase, which includes rolling out the programme across the UK 
and introducing new settings and communities, including work to build intergenerational relationships.  

We are looking to recruit a versatile coordinator to support this flagship programme through its roll out 
phase and work with colleagues to ensure it is sustainable beyond 2020.  

Purpose of the post  
To provide administration and programme support for the delivery of the Reading Friends programme, 
including coordinating meetings, liaising with projects and stakeholders, and maintaining accurate records. 
You will also be a first point of contact for the Reading Friends community so the ability to communicate 
clearly and collaborate with colleagues is key. 

The main areas of responsibility are 
 To provide day-to-day administration and support to ensure effective programme and stakeholder 

management.  

 To support the delivery of the advisory structure for the programme, including the national advisory 
group, by co-ordinating the setup of meetings, creating supporting papers and producing accurate 
minutes.  

 To be the first point of contact for the projects, maintaining regular feedback on progress, answering 
queries and referring to the Programme Manager as necessary. 

 To support day-to-day communications about the programme including managing the Reading Friends 
inbox and online Basecamp community. 

 To support projects to deliver Reading Friends activities, including taking their orders and organising 
distribution of materials. 

 To support the publicity of the programme including securing case studies and content from projects, 
drafting newsletters and promoting on social media channels as necessary. 

 To support the Reading Friends digital strategy including helping to create, maintain and update digital 
content, sign up tools, online training, and the resources library. 

 To support the co-creation of the programme and resources, including arranging skill sharing sessions 
and other workshops as necessary. 
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 To support the preparation of both online and paper-based information resources for the 
programme including proof reading. 

 To support the sustainability of the programme and business model, including maintaining up-
to-date and accurate subscription records and associated finance administration. 

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

 To carry out other tasks as required 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 Finance, Commercial and Business Director. 

 To manage the delivery of the programmes’ evaluation strategies and reporting within the 
framework agreed with your line manager and the Research & 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. 

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

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

Who you will work with: 
 The Creative Director and Reading Friends team  

 Employees across the organisation and commissioned freelancers 

 External stakeholders and partners 
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The Person 
 

Criteria Assessment Essential/Desirable 

Experience and skills   

Previous experience of working as a team administrator or project 
support officer (or another relevant role) 

A/I E 

Excellent written and verbal communication skills, including 
confidence in dealing with individuals at all levels internally and 
externally 

A/I E 

Strong organisational skills and demonstrable ability to prioritise 
own workload and work to deadlines in a fast-paced environment 

A/I E 

Excellent working knowledge of main Microsoft Office applications, 
including Outlook, Word, PowerPoint and Excel 

A/I E 

Accuracy and attention to detail, including accurate data entry A/I E 

Editorial skills – including experience of proof reading, editing 
documents, writing for different audiences for print and online 
platforms 

A/I E 

Experience of organising meetings and taking minutes A/I E 

Able to work independently and in teams A/I E 

Experience of editing content on WordPress and social media 
platforms 

A/I D 

Experience of finance administration e.g. dealing with invoices and 
purchase orders 

A/I D  

Experience of Adobe Creative Cloud programmes – Adobe Acrobat 
Pro, InDesign and Photoshop 

A/I D 

Experience of Salesforce or similar CRM A/I D 

Understanding of the importance of evaluating projects A/I D 

 

Assessment Key: A = Application; I = Interview  
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Employment Details 

Contract Type 
 Full time - 37 hours per week 

 Fixed term for 6 months initially with a possible extension to 31 August 2020 

 Immediate start 

Location 
Based at our office in Free Word, 60 Farringdon Rd, London EC1R 3GA 

Line Management 
This role reports to the Programme Manager, Reading Friends and has no line management responsibility 
at present. 

Salary 
Up to £23,000 per annum 

Office Hours 
Our full time hours are from 9.00 am to 5.30 pm from Monday to Thursday with an early 5.00 pm finish on 
a Friday. 

We also offer our employees the flexibility to work from home at least one day a week if they would like to 
do so. 

Probationary Period 
The post will be subject to a six-month probationary period. 

Annual Leave 
We offer 25 days holiday in the first year.  After one year, this increases by one day a year to a maximum of 
30 days (pro rata for part time staff) 

Notice Period  
The notice period for this role is one month. 

Pension plan 
The Reading Agency offers a contributory auto-enrolment pension scheme.  The Reading Agency 
contributes 5% of salary and employees contribute 3% of salary. 

Employee Assistance Programme 
We have an employee assistance programme provided by Workplace Options. It is free of charge and offers 
confidential, independent help, information and guidance to all employees and their immediate family 24 
hours a day, 7 days a week. It also allows for face-to-face counselling sessions, monthly online training 
webinars and access to a range of entertainment and shopping vouchers and discounts. 
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Personal Development 
We support the on-going development of our employees through a range of training and development 
opportunities, including access to online training courses, mentoring and shadowing. 

We also offer up to 6 days per year for personal or professional development, e.g. pursuing a professional 
or educational qualification, training courses, volunteering. 

All employees have a yearly review with their line manager to review performance, set goals and identify 
areas for personal development. 

Travel 
We offer an annual season ticket loan scheme and cycle to work scheme which employees can take 
advantage of after successfully completing their probationary period. 

Other benefits 
 Books are at the heart of everything we do at The Reading Agency.  There are always books to 

read and book recommendations from colleagues. 

 We hold weekly craft club sessions and yoga classes. 

 We have regular staff meetings and social events and as part of the Free Word community, we 
have access to a huge variety of live events and performances.  It’s a vibrant place to work and 
there’s always something new happening. 

How to Apply  
To apply for the role, please download and complete the application form and equal opportunities form on 
our website and email these along with your CV to us at recruitment@readingagency.org.uk 

We are unable to accept your application without a completed application form. 

The closing date for applications is 5pm on Monday 5 August 2019. 

Shortlisted candidates will be invited to attend an interview on Wednesday 14 August 2019. 

Interviews will be held at our offices at Free Word Centre, 60 Farringdon Rd, London EC1R 3GA 

Unfortunately, we are unable to give feedback to applicants not shortlisted for interviews. We do provide 
feedback upon request to candidates interviewed. 

https://readingagency.org.uk/about/work-for-us/programme-coordinator-reading-friends.html
mailto:recruitment@readingagency.org.uk

