
Programme Manager, Children’s Reading:   
Summer Reading Challenge   

 

Base:   Free Word Centre, 60 Farringdon Road, London 
Responsible to: Head of Children’s Reading 
Hours:   Full time – 37 hours per week 
Salary:    £32,000 per annum 

Purpose of the post 
To lead and project manage the delivery of the Summer Reading Challenge on time and in scope 
and budget and support other aspects of our children’s work as required.   

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 lead and manage the Summer Reading Challenge; ensuring that delivery against key 

targets and milestones including those of ACE, is on time and in scope and budget.  

 To review programme delivery to ensure maximum effectiveness and efficiency. 

 To work with the Head of Children’s Reading on the development of the creative idea 
and annual theme for each challenge managing the consultation process and input of 
key stakeholders.   

 To lead and manage the design and commissioning process for the creation of Summer 
Reading Challenge themed materials and products working with the Production 
Manager to ensure value for money and commissioning best practice.  

 To lead and manage communications and partnerships with the library sector relating to 
the operational and day to day delivery of the Summer Reading Challenge and to 
provide content for the strategy group as required. 

 To ensure effective marketing of the Summer Reading Challenge and external 
communications with key staff and agencies. 

 To lead and manage the evaluation process for the programme working with relevant 
colleagues including the Evaluation and Impact Research Manager as required. 

 To manage the planning and delivery of key advocacy moments including launch events. 

 To manage the programme budget. 

 To line manage the Programme Assistant Children’s Reading. 

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

manager 

 To carry out other projects or duties as may be requested by The Reading Agency 

management  
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*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. 

 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.  

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

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

Person Specification 

Skills and Experience 

Essential  

 Excellent project management skills 

 Experience of commissioning, and managing design and design processes  

 Knowledge and experience of the world of children’s books and reading  

 Ability to come up with creative solutions and ideas 

 Able to work to deadlines, under pressure and to prioritise 

 Flexibility to respond to changing needs 

 Attention to detail 

 Experience of evaluating the impact of projects and ensuing business development 

 Commercial sensibility 

 Excellent negotiation skills 

 Excellent communication and interpersonal skills (written and verbal) 

Desirable 

 Understanding of the library sector 

 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.  

June 2017 


