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Programme Manager 
Job Description
Key Responsibilities
 
Strategic Planning and Development 
Lead on the delivery of the organisation’s programmes and monitor and evaluate progress and impact. 

With the Volunteer Coordinator, develop and review objectives for volunteering ensuring they directly reflect CASBA’s aims. 

Represent CASBA and its work at external meetings, deputising for the CEO where required. 

As part of the Senior Leadership Team (SLT) contribute to the delivery of CASBA’s strategic plan ensuring the organisation meets its aims. 

Ensure that the voices of citizens are at the heart of all CASBA programmes. 

Work with stakeholders to ensure the very best quality of service is offered to citizens and partners. 

Operational and Service Delivery 
Ensure the renewal of our Quality Performance Mark (QPM) by Spring 2027. 

Implement and embed CASBA’s theory of change, including updates to the CRM database. 

Promote and ensure that citizens are involved in the ethos of the organisation in line with advocacy principles and CASBA’s constitution. 

Provide monthly content for the website and socials. 

People Management 
Lead a team of staff members and volunteers ensuring good team working. 

Manage the monthly project planning meetings.

Be responsible for the recruitment process for all new programme staff members from initial recruitment to induction and DBS checking. 

Supervise direct reports and carry out monthly effective delivery of CASBA’s projects through the relevant staff and in line with funding agreements. 

Champion the promotion of citizens’ rights and needs in project planning and delivery. 

Leading on and managing one to ones and annual appraisals.

Ensure programme staff and volunteer development needs are identified and progress monitored. 

Ensure accurate personnel records are kept including leave and training records. 
Be an effective role model demonstrating CASBA’s values in an efficient and inspiring manner. 

Funding and Financial Management 
Work with CASBA’s fundraiser to identify programme funding streams and support the development of funding applications.

Manage all programme budgets including grant budgets, and delegate activity budgets to programme staff where required. 

Work with local service providers to scope possibility of joint delivery or partnership working. 

Ensure that monitoring and evaluation for funded projects is accurate and well maintained. 

Ensure that appropriate reporting is submitted to funders in a timely manner. 

Participate in the monthly review of organisational management accounts ensuring programmes budgets are correctly reported. 

Administration 
Ensure compliance with all CASBA policies and procedures and ensure that all staff understand and adhere to these. 

Take responsibility for data protection relating to paper and electronic files kept by CASBA. 

Use ICT as required by the role and where appropriate encourage other staff and trustees to use ICT to benefit the organisation. 

Manage the use, continual improvement and reporting from Charity Log. 
Other 
The position is based in Selly Oak, South Birmingham, with flexibility for remote working. 

Travel around the West Midlands will be necessary on an ad hoc basis. 

This role is subject to an enhanced DBS check. 

Undergo regular one to ones and an annual appraisal with the CEO. 

Person Specification
Qualifications and Training 

Essential
· Evidence of ongoing Continuing Professional Development (CPD)

Knowledge and Experience
• Excellent understanding of issues affecting adults with learning disabilities. 
• Experience of working directly with people with learning disabilities and/or advocacy services. 
• Experience of managing multiple projects at the same time within the charity or not-for-profit sector. 
• Experience of supporting or developing funding applications and bids. 
• Experience of managing reporting requirements for internal and external stakeholders. 
• Significant people management experience, including supervision, appraisals and performance management. 
• Experience of successful recruitment and onboarding of staff. 


Desirable 
• Strong knowledge of advocacy and independent advocacy. 
• Knowledge of the wider health and social care landscape and public sector environment. 
• Experience of managing budgets and financial monitoring. 
• Experience of managing the QPM application or other quality frameworks. 
• Knowledge of HR laws and employment practice. 
• Experience of working with and managing volunteers. 
• Experience of using Charitylog or similar case management systems. 

Skills and Abilities 
Essential 
• Excellent written and verbal communication skills. 
• Ability to adapt communication style to different audiences. 
• Commitment to CASBA’s values of respect, accessibility and working together. 
• Ability to manage competing deadlines calmly and effectively. • Confident IT skills, including Microsoft Office and databases. 
• Ability to network and represent CASBA positively. 
• Creative and solution-focused approach. 

Other Requirements 
Essential 
• Commitment to ongoing personal and professional development. 
• Willingness to work occasional evenings or outside normal office hours in exchange for TOIL. 
• Full, clean driving licence and access to own vehicle.
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