
Job description 

Post  Programme Co-ordinator   

Grade  4  

Hours  35 hours per week  

Accountable to Head of Business Management 

The King's Fund is an independent charity working to improve health and care in England. 
Our vision is that the best possible health and care is available to all. We aim to be a 
catalyst for change and to inspire improvements in health and care by generating and 
sharing ideas and evidence; offering rigorous analysis and independent challenge; bringing 
people together to discuss, share and learn; supporting people, teams and organisations 
and helping  people to make sense of the health and care system.  

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/ourvision-mission-and-values/our-values  

Job purpose 

Provides planning, budgeting and administrative support to the Leadership and 

Organisational Development (L&OD) team’s programmes and consultancy work. Provides 

other administrative support to colleagues in the team as required. 

Due to COVID, we have moved our business model to online working and the post holder 

will be expected to provide online technical support and be proficient in Microsoft Teams, 

Zoom and other online platforms to support the delivery of client work.   

During 2021, we would expect the post holder to be able to balance their work between 

supporting both the online delivery and face to face delivery of our work as and when we 

are able to move back into an office-based environment.   

Main responsibilities 

• Identifies the key requirements of planning and running programmes, with the

programme Director, to achieve its objectives.

• Provides the day to day business and project support to assigned programmes and

projects and supports the programme team and Business Manager in delivering high

quality business practices across the directorate (see below).

• Creates and monitors programme budgets; ensures any finances related to the role are

in compliance with the Fund’s standard policies and procedures; in particular works with
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the Business Manager to accurately plan and monitor the assigned budgets at month 

end.  

• Acts as the main point of contact for programme participants and consultancy contacts, 

for example, initiates communications, deals with enquiries, shares relevant materials 

and uses virtual media for communicating with networks.   

• Supports the co-ordination of relevant clients/stakeholders/partner organisations 

including The King’s Fund’s associates involved in projects/programmes, on behalf of 

the programme Director/team. 

• Delivers the technical support required for virtual programmes of work as and when 

required, ensuring equally good client relationship and support as in a face to face 

environment. 

• Supports the logistics and organisation of a wide range of events/activities relevant to a 

project/programme for example workshops, seminars and meetings (on and off-site 

and online).  

• Supports the delivery of project, programme and event materials, for example, 

information summaries, slides, briefings, templates, information packs, marketing 

materials and references.   

• Assists with ad hoc research tasks to support projects and programmes including 

administering surveys, producing feedback reports and extracting and collating relevant 

information from key documents and websites.  

• Undertakes other administrative tasks as required, for example booking 

accommodation, copying materials etc.   

  

  

Other   

  

• Actively contributes to effective communication within the team and with others across 

the Fund.  

• Ensures that the organisation’s business and information systems are utilised for the 
benefit of the team, directorate and Fund.   

• Effectively contributes to project/business performance by planning, co-ordinating, 

delivering, evaluating and communicating as appropriate.  

• 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: December 2020  

  

 

     



  

  

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  

  

  •  Educated to degree 

level or equivalent  

Application  

Knowledge 

and 

experience  

• Experience of an 

administrative role  

• Experience of providing good 

customer care  

• Experience of creating and 

managing budgets  

• Experience of working in a co-

ordinator role for an 

organisation delivering virtual 

events/programmes 

 

• Experience of project 

management  

• Experience of working 
in or with the NHS or 

social care.   

• Familiar with current 

health and social care  

policy and practice  

   

Application 

Skills test  

  

Skills and 

abilities  

• Strong numeracy skills and 
clear understanding of 
budgeting nuances 

• Excellent technical online 
capabilities to support virtual 
programmes 

• Able to develop a good 
understanding of a project or 
programme’s content, 

structure and timetable  

• Excellent verbal and written 

communication abilities  

• Organised and methodical 
approach to work, with strong 
attention to detail, 

maintaining high standards of 
accuracy, quality and 
responsiveness  

• Excellent IT skills, and fully 
proficient in the use of 
Outlook, MS Office and 
database management  

• Able to contribute to 
the effectiveness of a 

small team  

• Able to contribute and 

listen effectively in  

group discussions  

  

  

  

  

Interview   

Skills test  

  

  

  

 

  



  

  

 

  Essential  Desirable  How  

Tested  

 • 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 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  

• High level of initiative with 
good ideas and sound 

judgement  

• Committed to providing a 

high standard of work and 
continuous improvement  

• Appreciates the value of 

diversity and inclusion 

• Has a proactive approach to 

addressing challenges  

• 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   

  


