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Windsor Leadership Trust




J O B   D E S C R I P T IO N 

PROGRAMME MANAGER

Location: Windsor           

Salary: £20,000 - £24,000
The Windsor Leadership Trust believes that exceptional leaders have a powerful and positive impact on society. By running a series of leadership development programmes for senior leaders from all sectors of society, we aim to inspire leaders who have the potential to shape the future of society.

We are seeking a talented, enthusiastic and pro-active person to join our small, highly-motivated team, to help coordinate our programmes and manage our office. 

Our programmes are residential and run mainly at St George’s House, Windsor Castle. The participants and our Alumni work at the most senior levels and represent all sectors: government, business, military, religion and not-for-profit. This role therefore requires someone with excellent interpersonal and organisational skills, and the confidence to work with people at the highest level. 

Significant IT and financial experience is necessary, as this post is responsible for maintaining our office administration.

   CORE RESPONSIBILITIES

To coordinate and manage a range of leadership development programmes, which run from between two to five days. This involves:

· handling all aspects of event management and organisation for the programmes from initial planning through to logistics and on-site management, in order to achieve an agreed set of operational and financial objectives

· managing all programme administration including bookings, liaison with speakers, participants and nominating contacts, setting up briefing meetings, production of the programme information packs, and follow-up correspondence

· building close relationships, and meeting with Partner organisations and companies to ensure they are aware of all our programme opportunities

· overseeing the smooth and efficient running of each programme, liaising with the staff at St George’s House, and other relevant venues, ensuring all necessary services and equipment are provided.

· maintaining accurate information on the database for both programme participants, Alumni and other key contacts

· helping to develop, coordinate and test out new programme initiatives on behalf of the Trust

To manage the day-to-day operations of the Trust’s office in relation to IT, finance and office supervision by:

· being the lead person in the office who coordinates the Trust’s IT needs, liaises with the IT support consultant, purchases new software and hardware, and resolves IT queries 

· liaising with the Accountants over the handling of sales and purchase invoices, reconciling the bank accounts, and liaising with the banks over regular payments and contact changes

· overseeing the daily workload of any part-time or full-time administrative staff, on behalf of the whole team.

To take an active part in the overall work of the whole team by:

· supporting other members of the team and taking an active part in events as and when required eg Annual lecture, special events

· undertaking other tasks as and when necessary to ensure the high quality of work delivered by the Trust.

PERSON SPECIFICATION

· A minimum of two years experience in event management with a demonstrable track record of planning and delivering residential and non-residential events
· Advanced computer literacy with significant competence and confidence to oversee the technical support of a broad range of IT functions including Microsoft office, databases, internet, server management
· Accuracy and meticulous attention to detail, while keeping the overall objectives in view

· A creative and flexible approach to problem-solving
· Excellent communications skills, written and verbal, and the confidence to build strong relationships with people at all levels 

· Highly developed administrative skills

· Decisive and adaptable, with the ability to work on one’s own initiative or as part of a team
· Strong project management and organisational skills, with the ability to apply them to multiple events

· Strong financial awareness, with considerable experience of working with, and monitoring, budgets 

· Educated to degree level or equivalent

· Proactive, creative, energetic and enthusiastic

· Enthusiasm and commitment to work for a charity

OTHER IMPORTANT INFORMATION

This is a full-time position and the post will be based at our office in central Windsor, near the Windsor and Eton Riverside Station.

The position is not suitable for someone who wishes to work from home, or work part-time.

The programmes are residential for between one and five nights, and the role requires the post-holder to be residential and on site for the duration of the programme.

The salary will be £20,000 - £24,000 per annum, dependent on experience. We offer an annual Performance Related Remuneration scheme related to the Trust’s and the individual’s performance. The organisation has established a personal pension scheme to which it will contribute between 2% and 5%. Development opportunities will be provided.

As the Trust holds almost all its programmes within Windsor Castle, confirmation of employment at the end of the probationary period is subject to the security forces issuing, and continuing to issue, a pass to work within the Castle.  Failure to obtain such a pass will necessitate the termination of any employment.

TO APPLY

Please send a current copy of your CV with a letter supporting your application, saying why you are suitable for this post, to:

Windsor Leadership Trust, Gainsborough House, 59-60 Thames Street, Windsor SL4 1TX

 Or email your application to: james.mccalman@windsorleadershiptrust.org.uk
For more details about the Windsor Leadership Trust visit: www.windsorleadershiptrust.org.uk
