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Halton and St Helens VCA – Job Description

Role: Programme Manager

Reports to: Chief Executive Officer / Senior Management Team	

Line Managed by:   Chief Executive Officer 

Staff Responsible for:  None

Job Purpose

This role is central to strengthening organisational effectiveness by:

· Rebalancing operational and strategic responsibilities
· Improving programme oversight and accountability
· Supporting organisational growth, sustainability and impact
· Enabling senior leaders to focus on system leadership and development

The Programme Manager will take operational responsibility for the organisation’s growing portfolio of funded programmes across Halton and St Helens.
The role will ensure high-quality, consistent delivery of projects through effective performance management, reporting, staff support and stakeholder engagement.
A key function of this role is to release Senior Management Team capacity from day-to-day operational oversight, enabling greater focus on strategic leadership, system influence and income generation.

Key Tasks

This role is central to strengthening organisational effectiveness by:
· Rebalancing operational and strategic responsibilities
· Improving programme oversight and accountability
· Supporting organisational growth, sustainability and impact
· Enabling senior leaders to focus on system leadership and development
 

Programme and Project Management
· Oversee the day-to-day delivery of a diverse portfolio of funded programmes.
· Ensure all projects are delivered in line with agreed objectives, timelines, and funding requirements.
· Establish and maintain consistent project management standards across the organisation.
· Identify and address delivery risks and issues, providing proactive solutions.

Performance Monitoring and Impact
· Design and manage systems for performance monitoring, data collection, and impact reporting across all programmes.
· Ensure timely, accurate and robust reporting against outputs, outcomes and key performance indicators.
· Support the organisation to clearly evidence its impact, value, and contribution across both boroughs.
· Analyse performance data to inform continuous improvement and organisational learning.

Funder Reporting and Compliance
· Lead on the coordination and submission of high-quality funder reports.
· Ensure compliance with all contractual and funding requirements.
· Build and maintain positive relationships with funders, acting as a key point of contact where appropriate.
· Mitigate risks relating to underperformance, clawback or non-compliance.

Financial Oversight
· Work closely with finance colleagues to monitor programme budgets.
· Ensure effective financial management, including tracking expenditure against budget.
· Flag risks or variances and support corrective action where required.

Quality Assurance and Consistency
· Ensure consistency in delivery standards, processes and reporting across programmes.
· Develop and implement quality assurance processes.
· Promote best practice in programme delivery and evaluation.

Risk Management
· Maintain oversight of programme-level risks and mitigation plans.
· Escalate strategic risks to the Senior Management Team as appropriate.
· Ensure programmes are delivered in a safe, compliant and accountable manner.

Organisational Contribution
· Contribute to organisational planning, development and improvement.
· Support effective cross-team working, including with communications and engagement functions.
· Play a key role in strengthening organisational resilience and operational effectiveness.

General

· Provide own administrative support including setting up and maintaining office systems.
· Work to annual targets and provide reports to contract holders/funders and Halton and St Helens VCA Board of Trustees.
· Monitor complaints and follow procedure.
· Ensure the security of the office and office equipment.
· Able to travel locally, regionally and nationally.
· Attend staff, committee and other meetings as appropriate and undertake any other work deemed necessary by the Chief Executive Officer to further the aims and objectives of Halton and St Helens VCA.
· Ensure all information is up to date and relevant and the organisation remains compliant with relevant legislation.

It is the nature of the work of Halton and St Helens VCA that tasks and responsibilities are, in many circumstances, unpredictable and varied. All employees are therefore required to work in a flexible way when the occasion arises, so that tasks not specifically covered in the job description are undertaken. These additional duties will normally be compatible with the skills and responsibility of the existing work.

All employees are required to abide by Halton and St Helens VCA policies with regard to Health and Safety, Equality and Diversity and Information/Communications Technology. All employees are also reminded of the need to keep all information regarding the organisation, its clients, partners and funders confidential, except where information needs to be shared on a professional basis with colleagues or external partners.




Person Specification


	

	Essential/Desirable

	Qualifications
· A good standard of education 

	✓
	

	Knowledge
· Strong organisational and programme management skills
· Ability to manage multiple priorities and deadlines effectively
· Excellent analytical and reporting skills
· Strong communication and stakeholder engagement skills
· Understanding of risk management and quality assurance
· Experience in the voluntary, community or public sector
· Knowledge of place-based working or partnership environments
· Experience of supporting income generation or bid development

	
✓
✓
✓
✓
✓
	





✓
✓
✓

	Skills and Experience
· Experience of managing multiple projects or programmes in a complex environment
· Experience of performance monitoring, data analysis and reporting
· Experience of managing staff or leading delivery teams
· Experience of working with external funders or within funded programmes
 
	
✓

✓

✓
✓
	

	Personal Qualities
· Proactive and solution-focused
· Highly organised and detail-oriented
· Collaborative and supportive leadership style
· Resilient and adaptable in a dynamic environment
· Committed to the values and mission of Halton and St Helens VCA
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