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	Job Description
	
	April 2022

	Role:  Programme Manager 2024
	Department: Chief Executives Office

	Reports to:  CEO
	Salary:  £30,000 pro-rata 

	Location:  Working from Home/ The Eric Liddell Community 
	Type of Contract: Temporary – up to 2 years, on a 3 day per week, p/t basis.

	Working Hours and Pattern: Up to 22.5 hours per week. The specific working pattern during normal business hours is flexible and can be finalised via further discussions. 


ABOUT THE ERIC LIDDELL COMMUNITY 

The Eric Liddell Community (Scottish Charity Number SC003147) is a local care charity and community hub founded in 1980 in memory of the 1924 Olympic 400m gold medalist, Eric Liddell. Our mission is to bring people together in their local communities to enhance health and wellbeing and have a positive impact on their lives. 
Our vision is to live in a community where no-one feels lonely or isolated. 
JOB PURPOSE 

The Eric Liddell Community (ELC) is undergoing a period of growth and expansion and a key part of this is our exciting plans for the Eric Liddell 2024 Centenary Initiative. 
The CEO has been asked to lead our plans for 2024 and to support this, we are recruiting a Programme Manager. This is a critical role, that will work closely with the CEO to develop, manage, deliver and implement the Eric Liddell 2024 Centenary Initiative, while working closely with our strategic partners, the 2024 Strategic Leadership Group and our Patron, HRH The Princess Royal. 
The Programme Manager will play a key role in supporting the CEO to deliver the key objectives of the Eric Liddell 2024 Centenary Initiative:

1. To recognise and celebrate Eric Liddell - for his achievements and values which shape The Eric Liddell Community’s work in our communities.

2. To improve the profile and understanding of Eric Liddell as an historic Scottish and UK figure, as we mark the centenary of his Olympic and life achievements.

3. To build on existing international links between the USA, Scotland, UK and throughout the world to promote, celebrate and protect the legacy of Eric Liddell. 

These ambitious objectives are being achieved through the creation of 3 work streams covering educational, sporting and cultural developments:

· Educational: Development of physical and online resources to support learning in schools, universities, and adult learning.

· Sporting: Promoting the legacy of Eric Liddell’s sporting success through participation & competition across multiple disciplines.

· Cultural: The creation of an Eric Liddell Exhibition and other cultural celebrations in keeping with his legacy. 

The 3 work streams will be delivered via 3 Working Groups. 

You will also develop positive relationships with the Senior Management Team (SMT) of The Eric Liddell Community and the wider team. 
KEY RESPONSIBILITIES AND ACCOUNTABILITIES
· You will report to the CEO and will provide updates on progress and developments to him, the Board of Trustees, the 2024 Strategic Leadership Group and Partners. 

· Develop and monitor a strategic programme of developments/activities taking direction from the CEO, while working in collaboration with strategic partners.

· Lead the delivery programme of work for the Eric Liddell 2024 Centenary Initiative, including identifying dependencies across workstreams, tracking emerging issues and leading on risk management across the project 
· Develop positive and effective relationships with colleagues across settings in which our work is delivered, ensuring colleagues understand our aims, values and vision. 
· To develop, establish and implement a robust financial and business plan, with the CEO.
· Work with the CEO to manage the business and reports to the Board, Finance & General Purposes Committee, the 2024 Strategic Leadership Group, its Working Groups and Patron.
· Support the 2024 Working Groups to develop/deliver their associated work streams, work plans and targets.
· Ensure the development & delivery of high quality outcomes, for the Eric Liddell 2024 Centenary Initiative. Maintain updated, and ensure compliance with, policies and procedures, and support associated risk management considerations. 
· Support the delivery of Eric Liddell 2024 Centenary Initiative financial performance targets.

· Engage and influence key decision makers in strategic forums and partnership settings.

· Plan and participate in the direct delivery of aspects of the programme. This will include face to face work with partners, agencies, funders, governments, international contacts and close work with our Patrons staff.

· Keep abreast of relevant developments – education, cultural, sporting, appropriate funding, governmental contacts, national and international partners.

· Ensure learning from the programme is disseminated within The ELC Team and partners to maximise impact, engagement with key decision makers and influencers.

· Have responsibility for the programme budget(s), which requires a clear understanding of programme finances and delivery.

· Ensure effective monitoring and evaluation systems are in place, managed and used for reflection and reporting purposes.
· Liaise with ELC colleagues to ensure that 2024 programme communications are up to date, effective and disseminated via online methods, social media, website and partners networks.

· Recognise, create new opportunities and assist in securing funding (via liaison with the Fundraising & Development Manager) and partnership agreements in line with strategic priorities.

This list of responsibilities and accountabilities is not exhaustive and will include other duties as directed by the CEO from time to time.
KEY OUTCOMES

· Financial/Business Plan 2022-25 for the Centenary Initiative is developed, finalised and implemented.

· Work Stream Action Plans are developed, monitored and delivered within the three 2024 Working Groups.

· 2024 Centenary Initiative financial targets (including funding/business sponsorship) are delivered annually.

· Positive working relationships are established with 2024 Strategic Partners, Trustees, SMT, HRH Private Secretary and associated colleagues.
· Positive and effective working relations are established with the CEO.

· All partners, funders and donors feel valued and respected.
· Appropriate governance support, administration, planning and programme duties are delivered efficiently for the CEO, the Strategic Leadership Group and Working Groups.
· The Eric Liddell 2024 Centenary Initiative is successful on a domestic and international level. 
REQUIRED QUALIFICATIONS, SKILLS, EXPERIENCE & KNOWLEDGE

Essential:
· Demonstrable experience of project and programme management at a senior management level.
· Experience of partnership working, collaboration and the delivery of joint plans and work streams. 

· Demonstrable experience of managing relationships at a management, partnership and organisational level.
· A track record of achieving positive outcomes via programme management.
· Excellent organisational, communication and time management skills, along with the ability to effectively prioritise.

· Evidence of clear analytical skills – an assimilator of information, situations and issues with the ability to identify solutions and maximise opportunities. 

· Enthusiasm and energy to effectively deliver value for the Eric Liddell 2024 Centenary Initiative and manage its interests.

· Sound financial acumen with experience of developing/managing accurate budgets and monitoring spend. 
· Experience of business strategy and performance management.

· Proactive, self-motivated, and organised – experienced at working independently, managing multiple priorities simultaneously and achieving success within a target driven environment.
· Integrity, presence, drive, determination and enthusiasm.

· A consummate and highly respected professional.

· Strong IT skills including MS Office and CRM systems. 

Desirable:
· Knowledge of the charity and private sectors.
· Experience /knowledge of 3rd Sector governance.
· Experience of government support, funding, business sponsorship, engagement and relationship development.
· A current driving license valid for driving in the UK.
DIMENSIONS AND SCOPE OF JOB

Scale

· The 2024 Strategic Partners include The Eric Liddell Community, Scottish Rugby, Scottish Athletics, The University of Edinburgh, the City of Edinburgh Council, George Watsons College and Union Direct. The Programme Manager will support the CEO in continuing to develop the close collaboration that has been established with partners. This will be replicated with other key contacts, including our Patron and her staff, ELC Chief Operating Officer/Senior Management Team and other and new partners. The CEO will provide support and guidance and support in this area. 

People Management:
· You will not have any line management responsibility initially, but this could change depending on further developments, support and sponsorship. 
Internal Relationships:

· You will work closely with the CEO, Chair of the Board/Strategic Leadership Group, 2024 Working Groups, Partners, our Patron and her staff, seconded 2024 staff, contracted colleagues, SMT and the wider ELC team.
External Relationships:

· You will be a key contact for our Strategic Partners, donors, sponsors, funders, Team GB, politicians, Government Civil Servants, international and new partners.
The Key Responsibilities, Scope of Job, and Required Qualifications, Skills, Experience & Knowledge reflect the requirements of the job at the time of issue. The ELC reserves the right to amend these with appropriate consultation and/or request the post-holder to undertake any activities that it believes to be reasonable within the broad scope of the job or his/her general abilities.
TERMS AND CONDTIONS

Salary: £30,000 pro-rata 
Working Hours: Up to 22.5 hours per week (working from home/office flexibly) - negotiable
Annual leave entitlement: 6 weeks inclusive of public holidays (pro-rata)
Notice period: 2 months

Probationary period: 2 months

Other benefits:

Company contributory pension scheme


Death in service cover


Occupational sick pay

Closing date: 22nd May 2022
Care. 





Compassion.





Community.
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