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JOB DESCRIPTION – PROGRAMME MANAGER 
 

Job title:   Programme Manager 

Reports to:   Chief Executive Officer (CEO) 

Location of work:  Flexible / Home-working / Some travel to London  

Duration:   12-month fixed term contract 

Hours:   Full time (36.5 hours per week) 

Salary: Up to £45,000 per annum, depending on skills and experience 

Benefits: 25 days holiday, with option to buy another 5 days 
£500 pa investment in personal development 
Up to 4.5% matched pension contributions 

Start date:   ASAP 

Job purpose: 

Do you often become the ‘glue’ in a team? Do you enjoy having visibility of all that’s going on? Can you work in the detail but also 
see what’s important for the big picture? Are you energised by working with a team to drive progress? Are you super organised, and 
a great communicator? Then we would love to meet you!  

FutureDotNow is a not-for-profit industry coalition focused on accelerating the UK’s workplace essential digital skills at scale.  We are 
seeking a dynamic and experienced Programme Manager to join our vibrant team to shape and manage the delivery of our mission. We 
have an ambitious plan this year, with a key focus being to drive UK industry to take action. We are continuing to build our brand and 
reputation in the market, creating new thought-leadership to profile the issue in fresh and unusual ways and developing projects and 
assets to ‘test and learn’ first-hand what it takes to build the digital confidence of those people who are hardest to reach.  

Managing this programme of work will be a broad and stretching role, it will suit someone who is naturally organised and enjoys 
creating clarity and delivering results. Someone who can work collaboratively with others to get the best from them. We are a small 
team, and some team members work part-time, so a mixture of team-working and independent working is essential. The role will offer 
exposure to a wide range of industry leaders and organisations across the UK.  

We encourage people who are keen to work for an agile, high-impact, purpose-driven organisation to get in touch.  We are an equal 
opportunities employer and welcome applications from candidates of all backgrounds. 

About FutureDotNow:  

FutureDotNow is a not-for-profit coalition of major organisations focused on accelerating the UK’s workplace essential digital skills at 
scale.  We’re coordinating industry action to get working-age adults to the digital starting line equipped with, at least, the essential 
digital skills (EDS) for work.  57% of people think it would be easiest to learn new digital skills through their employer, yet today 11.8 
million people are still without EDS for work (Lloyds Consumer Digital Index 2021). FutureDotNow is helping business understand the 
issue, build collective action and drive change.  

The coalition includes some great names, including Accenture, Asda, BT, Good Things Foundation, Lloyds Banking Group, Nationwide 
Building Society, Nominet, PwC and many more.  As of November 2021, there are over 160 members in the coalition, which are 
typically large employers and digital skills providers across the UK. FutureDotNow engages and motivates members to understand the 
digital skills issue and help them to take action to address it by providing access to insights, tools and resources and creating 
opportunities for members to collaborate and learn from others. 

Key responsibilities: 

Manage FutureDotNow’s programme activities, including: 

• Governance: Work with CEO/COO to prepare Board materials (agenda, papers). Own production process of Board material to 
time/quality standards. Attend Board meetings, write minutes. Oversee risk management process. Document key decisions. 

• Strategy & Planning: Own and manage programme plan, working collaboratively with the team to drive progress, identify 
and mitigate workpackage risks/issues and manage interdependencies. Continue to build team accountability for delivery, 
maintaining clear roles and responsibilities for each workpackage, and supporting team to manage their work through more 
detailed delivery plans. Support CEO/COO to review annual strategy and plan and provide input on priorities for coming year. 

• Routines: Chair weekly team meetings to track progress, agree weekly outcomes and resolve any issues. Chair quarterly team 
meetings to review progress against the strategy and reflect on team ways of working. Contribute actively to the building of a 
positive and inclusive team culture. Manage organisation calendar. 

• Events: Assist the team in the planning and delivery of special events (typically twice a year, in Spring and Autumn) 



  

Programme Manager December 2021 Page | 2 

• Resourcing: Manage resource requirements across workpackages; support prioritisation of short/long term workload 

• Financial management: Support COO with strategic financial management. Manage programme delivery in line with budgets.  

• PMO systems: Custodian of PMO processes and tools e.g., how we plan, manage risk, budget, run team meetings etc. There 
is always an opportunity for continuous improvement – if you’ve seen things that work better, we’d love to try them! 

• Admin: Arrange Board meetings, incl. calendar invites, room bookings, catering, venue, technical equipment, collating and 
distributing meeting materials. Maintain an effective e-filing system to ensure confidential records are stored securely, 
champion a paperless approach to information management. Triage queries from the shared mailboxes and website. 

Experience and attributes: 

• Experience managing complex programmes (using both agile and waterfall methodology) 

• Experience working with multi-disciplinary teams and reporting to senior stakeholders 

• Strong verbal, numeracy, and written communication skills: You are able to build rapport and communicate clearly.  

• Ability to think critically and creatively, to solve problems. You are able to work in a self-directed way and adapt to change. 

• The drive and positivity to overcome setbacks. 

• Comfortable challenging and holding the team to account in a compassionate, people-first way. 

• Actively seek and adopt ways to innovate, adapt and flexibly approach obstacles to progress and increase impact in all we do. 

• An interest in working in a start-up environment. 

Skills: 

• Excellent organisational and time management skills: you are able to stay on top of a varied workload and prioritise 
appropriately. You’re energised by keeping people, projects and processes well organised. 

• Teamwork: you take ownership of your work, and you enjoy working collaboratively and contributing to a supportive team 

• Flexibility and willingness to get involved in major milestones and events  

• Powerpoint, Excel, Word, Sharepoint, MS Teams 

 

Interested?  

We’d love to hear from you, please send us your CV and a short cover letter (no more than 200 words!) on why you would be great for 
the role to hello@futuredotnow.uk by Sunday 9 January 2022.  

Interviews will take place the week commencing Monday 17 January 2022.  

We are committed to promoting equal opportunities in employment. We encourage and welcome applications from people of all 
backgrounds. 

mailto:hello@futuredotnow.uk

