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	Job Title
	Programmes Manager 

	Department
	Programmes and Strategy

	Location
	St Edmund’s College (owned or occupied buildings)

	Reporting to 
	Director of Programmes & Strategy

	Length of Appointment
	Permanent 

	Nature of Post 
	Job-share

	Salary Range
	£46,000 to £48,000




Main Purpose
The Programmes Manager role ensures effective delivery of a wide range of programmes in support of the integrated strategy of St Edmund’s College and its research centre, the Von Hügel Institute (VHI). This programming covers intellectual, engagement, and operational programming, with audiences ranging from senior researchers to students, College staff and the general public. 

The role is job share-like, with two individuals collaborating to deliver the full role remit (including covering for one another where necessary), and each also with certain specific duties within this collaboration:
· Delivery duties 
· Team and Strategy

The role is supported by a team of three and, in turn, supports and reports to the College’s Director of Programmes and Strategy. 

The College and VHI are in an exciting phase of intellectual growth; programming over the coming years will include a particular focus on AI, sustainability, the common good, and pedagogies of hope.

The nature of the role means there may be a requirement for some evening and occasional weekend working as part of delivery and oversight of key events. 

Key duties & responsibilities
As stated above, delivery on the full remit of the role is a shared accountability, with individual responsibility for leading on specific duties as shown below (in brackets).

· Oversee the cohesive planning, delivery, publicity, and monitoring of College and VHI programmes and projects in line with the College’s programming strategy and priorities (Both)
· Translate stated programme objectives into deliverable plans (Both)
· Develop programme and project timelines and milestones to ensure effective delivery in a sustainable manner, at the highest standard, and with the resources available (Both)
· Support the Programmes and Strategy Director and VHI Director as appropriate and where required (Both)

· Lead operational planning and delivery of activities and events, supported by allocated team members as appropriate (Delivery)
· Oversee budgets, expenditure tracking, and financial administration in line with College requirements (Delivery)
· In consultation with the College’s Communications team, implement a consistent communications and publicity approach within and across programmes, ensuring continuous improvement in programme visibility and audience targeting and growth in reach, in line with College strategy (Delivery) 
· Lead on evaluation within and across programmes, ensuring consistent reporting and supporting continuous improvement in programme delivery (Delivery)
· Lead on understanding and implementing best practice in programme delivery (Delivery)
· Deliver high‑quality written materials such as reports, briefings, and promotional content (Delivery)
· Maintain accurate records, governance documents, and administrative systems (Delivery)
· Support governance processes, including preparation of papers (Delivery)
· Ensure compliance with College policies, including data protection, research ethics, and financial procedures (Delivery)
· Lead on risk management and safeguarding considerations as appropriate within programmes (Delivery)
· Manage and develop the VHI and Programmes and Strategy team in line with best practice and the College’s HR policies (Team and Strategy)
· Ensure appropriate and sustainable resourcing and delivery of work within the VHI and Programmes and Strategy team (Team and Strategy)
· Foster a collaborative, developmental approach to team leadership, aligned with the direction set by the Director of Programmes and Strategy (Team and Strategy)
· Work closely with the Director to support strategic planning and development of College and VHI programming and strategy, including in relation to visibility, reputation, partner- and collaborator- relationships (new and existing), and target audiences (Team and Strategy)
· Deputise for the Director of Programmes and Strategy where appropriate (Both)


Person Specification

Experience 

· Demonstrable success in programme delivery or project management in a research, education, non-profit or similar setting
· Evidence of effective financial management, including delivery of projects on time and to budget
· Experience of working in regulated environments where adherence to governance and policy processes is crucial
· Experience in an interdisciplinary research environment (desirable)
· Experience in project evaluation and tracking (desirable)
· Experience in development of comms approaches (desirable)
· Experience in change management (desirable)
· Experience or an interest in Catholic thought and social teaching (desirable) 
· Experience or an interest in the specific fields of AI and/or sustainability (desirable)


Skills
· Excellent organisational and administrative skills with the ability to manage multiple priorities in a sustainable way
· Ability to build effective and credible relationships with academics, students, staff, partners, and external stakeholders
· Ability to engage confidently in an environment of advanced research
· Willingness and ability to quickly grasp new ideas 
· Strong written and verbal communication skills, with experience producing high‑quality documents and reports
· Proactive, self‑motivated, and able to work both autonomously and – very importantly – collaboratively, including with the job-share partner
· High level of accuracy, attention to detail, and professional integrity
· High level of competence in managing budgets, financial processes, governance processes, timelines, priorities and activity sequencing

Qualifications

Educated to first degree level or beyond, or with equivalent professional expertise in programme or project management.


Budget Holder

	Budget Holder (YES/NO)
	Budget responsibility 
	Input into budget 

	TBC 
	TBC
	NA




Line management responsibilities
The duties of your employment are such management, supervisory, administrative and other duties may be assigned to you. You are required to participate in any performance management arrangements.

	Number of direct reports
	Total number of reports

	4 direct reports to the role, but primarily covered by the Team and Strategy job-share holder
	5 total reports




Org Chart





Decisions 

	Decisions which should be made by the individual 
	Decisions which the individual will need to escalate

	TBC
	TBC




Specific H&S responsibilities 
· Safeguarding training 




Director of Programmes & Strategy


Programmes Manager


Programmes 
Officer 


Academic Operations Officer


VHI Research & Editorial Manager 


Administrative Assistant


VHI Programmes Officer
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