
Programme Manager, Reading Friends  
 

 

Base:   Free Word Centre, 60 Farringdon Road, London 
Responsible to:  Strategic Director Reading Friends 
Hours:   Full time – 37 hours per week 
Timescale:  9 months initially, extending annually to 31 May 2020 
Salary:    £32,000 per annum 

Purpose of the post 
To manage the Reading Friends older people’s programme in its planning and development phase. 
The first phase of this contract will be to cover the 9 months planning and development phase of the 
work, thereafter the contract will be renewed annually until 31 May 2020. 

About Reading Friends  
Reading Friends is a new four year reading focused befriending programme for lonely and isolated 
older people including people with dementia and same generation carers. Reading Friends is funded 
by The Big Lottery, co-produced with older people and delivered by The Reading Agency in 
partnership with key stakeholders. The first phase of work will be a nine month planning and 
development phase preparing for the pilot phase starting in July 2017.  

This is a nine months contract in the first instance renewable annually to cover the four years of the 
programme. It will provide the opportunity for someone to manage the development of a flagship 
Reading Agency programme in conjunction with the Reading Friends Strategic Director and Creative 
Director.  

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 
programme development and all-staff meetings 

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

Responsibilities 
 To provide day to day programme and stakeholder management and support 

 To appoint and manage the Reading Friends’ programme assistant 

 To co-ordinate and support the advisory structure for the programme including the 
advisory group and the older people’s group. 

 To support the development of formal partnership framework and agreements and on-
going working relationships for the delivery of the programme including the devolved 
management and governance  structures in Scotland and Wales  

 To manage the delivery of key consultancy contracts supporting the programme including 
contracts delivering evaluation and design services 

 To assist the Strategic Director and Creative Director in developing and co-ordinating the 
delivery structure for the pilot phase and manage the selection process for the pilot sites 

 To manage the development and delivery of Reading Friends’ resources and support 
services ensure the full integration of existing Reading Agency tools and programmes into 
the Reading Friends’ content framework 

 To support the funding reporting process including by providing appropriate content and 
data 

 To manage the development and implementation of the Reading Friends digital strategy 

 To manage the development and implementation of the Reading Friend’s training 
strategy including the delivery of face to face and online training programme 



 

 To deliver other tasks as required including Reading Agency generic responsibilities  

 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 programmes’ 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 

Skills and Abilities  
 Excellent project management skills 

 Experience of programme design and delivery 

 Excellent communication and interpersonal skills (written and verbal) 

 Experience and skill in working collaboratively with client groups to co-create projects 

 Experience of evaluating the impact of projects and ensuing business development 

 Able to work independently and in teams 

 Able to work to deadlines, under pressure and to prioritise 

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

 Good knowledge of the health and older people’s sector including delivery frameworks 
national and local commissioning and evidence based practice 

 Understanding of the library sector 

 Commercial sensibility 

 Business modelling skills  

 Ability to come up with creative solutions and ideas 

 Influencing skills and personal credibility 

 Capability in working with and editing digital formats and social media 

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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