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RACE EQUALITY NETWORK (REN)
JOB DESCRIPTION & PERSON SPECIFICATION.

	Job Title
	Programme Development Manager

	Salary
	£30,000 per annum 

	Hours
	37 hours per week

	Location
	Based at Grange Interlink Community Centre, Summerville Road, Bradford, BD7 1PX 

	Reporting To	
	Executive Director

	Holidays
	22 days per annum, plus Bank Holidays

	Duration
	2 years fixed term contract (extension subject to funding)

	Pension
	3% employer contribution

	Closing date for applications
	5pm, Friday 24th May 2024

	Purpose of Post
	The post holder will plan, develop and manage new and existing programmes and projects to achieve equitable outcomes for ethnically diverse communities across Bradford district. Support the strategic development of the organisation through building relationships with key stakeholders and identifying new opportunities for partnership working with Voluntary and Community Sector (VCS) and Public Sector organisations. Work towards strengthening REN’s aims and objectives to influence and drive change in the areas of equality, diversity and inclusive practice at a local, regional and national level. To represent REN at meetings, networking opportunities and events. To review organisational structures, policies and procedures. To support the Executive Director to identify new sources of funding for the development and sustainability of the organisation. To co-ordinate the delivery training programmes around Equality, Diversity, Inclusion and Anti-Racism. To prepare and present reports on operational delivery for the Executive Director, Board of Trustees and external funders. To recruit and manage staff and volunteers. 

	Duties and Responsibilities 

	· To work in partnership with the VCS and public sector organisations to co-ordinate inclusive service provision for ethnically diverse communities.
· To lead the development of new and existing services/projects and activities ensuring that all services reflect REN’s continued commitment to champion race equality.
· To develop a place-based approach to anti-racism through the development of inclusive programmes, projects and training.
· To amplify the issues faced by ethnically diverse communities and REN member organisations at partnership meetings by working collaboratively and strategically with key stakeholders to develop solutions.
· To work as a team and support colleagues across all projects and workstreams.
· To line manage staff including the Project Development Officer, Comms Officer and volunteers.
· To co-ordinate the delivery of Equality, Diversity, and Inclusion (EDI) Training Programmes.
· To manage day to day administration duties and provide administrative support to the Executive Director. 
· To maintain accurate and up to date records of all work delivered and maintain financial records according to the requirements of funders. 
· To plan events, conferences and networking opportunities.
· To manage monitoring systems, collate data and produce reports for the Executive Director, REN Board of Trustees, Commissioners and Funders.
· To oversee the comms strategy and work closely with the comms officer to ensure all social media platforms are up to date including Twitter, Facebook, Instagram, LinkedIn etc.

	General Responsibilities:
	· To comply with all REN’s policies, including Health and Safety, Confidentiality and Equal Opportunities.
· To participate in partnership and social events alongside the Executive Director, Board of Trustees, members of staff and volunteers. 
· To contribute to the mission of REN to ensure the continuity and sustainability of the organisation.
· To perform other tasks associated with the job description as delegated by the Executive Director.
· Maintain accurate and up to date records of work done according to the requirements of funders and to complete monitoring tasks as required.
· To undertake hospitality duties for REN visitors.
· To undertake any training as deemed necessary for the role.	

	Flexibility Clauses:
	The nature of this post will require flexibility to meet urgent needs as they arise, this may entail occasional weekend or evening work.

The post-holder will be expected to adopt a flexible attitude to the duties which may have to be varied (after discussion with the post holder) subject to the needs of the service, and in keeping with the general profile of the post.

Note:	
Should this be necessary, you will be given reasonable notice of any proposed change or working hours.



	PROGRAMME DEVLEOPMENT MANAGER PERSON SPECIFICATION
	ESSENTIAL 
	DESIRABLE 
	APPLICATION FORM
	INTERVIEW

	Qualifications, Experience and Knowledge
	
	

	A BA (Hons) degree preferably in Community Development, Social Sciences, Health & Care or equivalent work experience.  
	X
	
	X
	

	Experience in planning, developing and managing projects in the voluntary and community sector or public sector.
	X
	
	X
	X

	Experience and skills in engaging with and supporting ethnically diverse communities 
	X
	
	X
	X

	Experience of recruiting and managing staff and volunteers.
	X
	
	X
	X

	Knowledge of Equality, Diversity and Inclusion policies and practices.
	
	
	X
	X

	A good understanding and knowledge of racial inequalities that exist for ethnically diverse communities and the issues they experience in accessing services (mental/physical health and wellbeing, education, employment, social inclusion, volunteering etc). 
	X
	
	X
	X

	Experience and knowledge of developing multi-agency networks and partnerships at a grass roots and strategic level. 
	X
	
	X
	X

	Experience of planning meetings, events, conferences, and networking opportunities
	X
	
	X
	X

	Experience of setting up training programmes around equality, diversity, and inclusion (EDI)
	
	X
	X
	X

	Experience of maintaining and managing monitoring and evaluation systems.
	X
	
	X
	X

	Experience of writing clear and concise reports.
	X
	
	X
	X

	Experience of writing funding bids
	
	X
	X
	X

	Experience of campaigning on race related issues.
	
	X
	X
	X

	Proven IT skills and use of Microsoft Office (Word, Excel, Outlook, Publisher, PowerPoint etc.), Zoom, Microsoft Teams, social media platforms
	X
	
	X
	X

	Skills, Abilities and Personal Attributes
	
	

	Excellent communication skills, organisational skills, active listening, and interpersonal skills
	X
	
	X
	

	Ability to challenge leadership biases and racial inequality
	X
	
	X
	X

	Ability to influence and shape Government policy around EDI 
	
	X
	X
	X

	Ability to communicate effectively and engage with ethnically diverse communities and build rapport with a range of individuals, partners and organisations
	X
	
	X
	X

	Ability to develop multiagency partnerships
	X
	
	X
	X

	Ability to work under pressure, prioritise tasks and meet deadlines
	X
	
	X
	X

	Ability to keep up to date and accurate records and financial monitoring 
	X
	
	X
	X

	Working knowledge of organisational policies and procedures
	X
	
	X
	X

	Ability to plan well in advance on basis of needs
	X
	
	X
	

	                                                               Other
	
	

	Ability to work flexibly on evenings and weekends
	X
	
	X
	X

	Commitment to equal opportunities and work in an anti-discriminatory, anti-oppressive manner. 
	X
	
	X
	X

	Prepared to travel locally, regionally, and nationally as and when required
	X
	
	X
	

	Commitment to personal and professional development.
	X
	
	X
	

	Commitment to safeguarding the welfare of others
	X
	
	X
	X

	Driving Licence
	
	X
	X
	

	Own Transport (insured for business use)
	
	X
	X
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