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Job description  
 

Post 

 

Programme Manager 

Grade 

 

6 

Hours 

 

35 hours per week 

Accountable to Assistant Director Leadership & Organisation Development  

 

The King's Fund is an independent charity working to improve health and care in England. 

We help shape policy and practice through research and analysis; develop individuals, teams 

and organisations; promote understanding of the health and social care system; and bring 

people together to learn, share knowledge and debate. Our vision is that the best possible 

health and care is available to all.  

 

Our values  

 

We expect everyone to demonstrate an understanding of and to apply our workplace values. 

Our vision, mission and values can be seen at: http://www.kingsfund.org.uk/about-us/our-

vision-mission-and-values/our-values 

 

Job purpose 

 

Works on a range of leadership and organisation development (OD) projects with health and 

care organisations, covering the whole project life cycle from initiation to evaluation.  Provides 

business management support to develop and implement key business processes.  

 

Main responsibilities  

 

• Acts as Programme Manager on significant client accounts, scoping programmes of work 

from instigation to completion and ensuring they are delivered on time and to budget. 

• Proactively manages client relationships.  Continues to be alert to client’s requirements, 

both for what they want and for how the programme is delivered. Adapts and innovates 

as more of what the client needs is understood. 

• Takes the lead in building and effectively managing relationships with new clients, key 

stakeholders and other organisations outside the Fund; acting as the key point of contact 

for assigned projects. 

• Develops and oversees project plans for ad hoc pieces of work. 

• Develops and manages effective working relationships with colleagues within the Fund, 

ensuring that appropriate colleagues from L&OD or other departments are included as 

early as possible in planning for projects which require their input. 

• Works collaboratively with other members of the L&OD team, including contributing to 

reports and workshop designs on a timely basis and often to tight deadlines; and to draft 

presentations, workbooks and other project materials, as required.   

• Contributes to the production and management of proposals for future work including: 

working closely the Business Team to write reports on the viability of proposals for future 

work; developing written content and project plans for new proposals; carrying out 

costing and budgeting exercises; responding to cold calls; attending briefings and sales 

calls or meetings with potential clients; and ensuring the sales pipeline is updated, as 

required. 

• Assists the Business Manager in designing new processes and ways of working, including 

analysing business systems and processes, identifying where these could be improved 

and developing and implementing solutions; and managing the development pathway for 

new programme offers. 

 

http://www.kingsfund.org.uk/about-us/our-vision-mission-and-values/our-values
http://www.kingsfund.org.uk/about-us/our-vision-mission-and-values/our-values
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Management of people and resources  

 

• Ensures that the organisation’s business and information systems are utilised for the 

benefit of the team, directorate and Fund e.g. tracks activities associated with projects, 

sets up and maintains databases, produces performance reports.  

• Undertakes analysis and forecasting of programme budgets. Manages finances in 

compliance with related policies and procedures, in particular tracks and monitors the 

expenditure and time committed to the programme and manages invoicing in a way 

which is efficient and consistent with clients’ needs.  

• As a core member of the programme delivery team, contributes to creating a supportive 

and interesting place to work. 

 

Other  

 

• Actively learns and develops to stay up to date with developments in area of expertise 

and to meet the changing needs of the job, team and organisation by participating in 

appraisal and appropriate learning activities. 

• Encourages and supports the development of others, the team and the organisation by 

engaging in and contributing to the Fund as a learning organisation and to its positive 

culture. 

• Represents the team and Fund in a professional and positive manner with both internal 

and external stakeholders and in doing so reflects the values of the organisation.  

• Undertakes any other duties that may reasonably be required, and are commensurate 

with the grade of the job, in furtherance of the objectives of the Fund. 

• Ensures compliance with The King’s Fund’s policies, procedures and contract of 

employment. 

 

Date:  July 2017  
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Person specification  
 

Supporting Evidence 

You must demonstrate your experiences, skills, abilities and values by giving specific 

examples for the criteria within the person specification.   

 

 Essential Desirable How 

Tested 

Training and 

qualifications 

 

• Graduate level 

education, or 

demonstrable 

equivalent experience 

 

• PRINCE2 or equivalent Application 

Knowledge 

and 

experience 

• Experience of 

undertaking desk 

research 

• Budget management 

• Experience of managing 

complex projects in a 

programme of work 

• Experience of 

interacting with external 

professionals and 

agencies as needed 

• Adapting project 

management 

techniques to suit 

project requirements 

• Experience of actively 

participating in a team 

to deliver projects 

 

• General experience and 

knowledge of the 

English health and 

social care system is 

desirable 

• An understanding and 

knowledge of statutory 

data governance 

requirements  

Application 

Skills and 

abilities 

• Maintains a flexible, 

questioning stance to 

delivering and working 

with a client 

• Strong project 

management  

• Ability to read and 

interpret financial data 

• Well-developed written 

and verbal 

communication skills  
• IT literate with 

competence in the 

standard suite of MS 

Office packages 

• Able to proactively take 

the lead role and own 

responsibility for 

assigned projects 

without direct 

management 

• Good facilitation and 

networking skills 

• Able to give high quality 

presentations to a 

range of audiences 

• Able to influence at all 

levels 

• Understands the 

principles of leadership  

• Able to coach and 

provide feedback to 

others 

 

Interview  

Skills test 
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 Essential Desirable How 

Tested 

• Confidence to take 

decisions in complex & 

uncertain situations 

• Able to anticipate likely 

implications of decisions 

taken in new and 

emerging situations 

• Attention to detail and 

the ability to ensure all 

outputs are of the 

highest quality 

• Able to work 

collaboratively and 

sustain effective 

working relationships 

with diverse colleagues, 

partners and clients. 

• Able to organise their 

own work and time 

productively.  

• Understands the 

qualities and processes 

of excellent people 

management 

• Understands The King’s 

Fund’s values and their 

application to this role   

• Has an appreciation of 

the work of the Fund 

and the contribution of 

this role 

Personal 

qualities 

• Committed to providing 

a high standard of work 

and continuous 

improvement 

• Appreciates the value of 

diversity  

• Committed to continued 

learning and supporting 

the learning of others 

• Willing to accept 

responsibility and 

opportunities 

appropriate for the role  

• Has a flexible approach 

to their role and to 

change 

 Interview  

Other • Willing to travel and to 

manage working hours, 

in consultation with line 

manager, to meet the 

needs of clients  

  

 


