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Role profile
· Job title: Programme Manager (Digital Services Engagement)
· Grade: 8
· Business area: Education, Work and Skills (Youth Employment and Opportunities)
· Reporting line: Strategic Programme Manager, Youth Employment and Opportunities
· Team: Youth Employment and Opportunities
Job Purpose
This Programme Manager role within the Youth Employment and Opportunities team is primarily focused on leading the engagement, adoption and co-development of YEO digital services, including GMACS, Beeline and Curriculum for Life. These services support young people across Greater Manchester to access information, opportunities and pathways linked to education, employment and skills. The role is responsible for developing and delivering engagement strategies to increase awareness, usage and impact of these services across the education system and wider youth sector.
Alongside leading the engagement approach for digital services, the Programme Manager contributes to the wider development of the YEO digital services portfolio. Working closely with colleagues across GMCA and partner organisations, the role ensures that engagement activity informs ongoing improvements to digital services and supports their continued development, including supporting young people to develop content.
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Key working relationships
Strategic Programme Manager, YEO Digital
Digital Services and GMACS Strategy Lead
YEO Digital team
GMCA Communications team
GMCA Digital team
Partnership and Quality Leads (PQLs) at GMCA
Stakeholders across the education system including teachers, careers leaders and senior leaders
Greater Manchester employers
Local authorities
Youth organisations including the Youth Combined Authority
VCSE sector partners
Key Responsibilities
1. Provide programme leadership and management for the engagement, development and adoption of YEO digital services.
2. Develop and implement engagement strategies to increase awareness, understanding and use of digital services.
3. Support young people to be directly involved in the development of digital services through co-creation and service design.
4. Work with partners across the education system, youth sector and employer networks to promote digital services.
5. Plan and deliver engagement activity including events, workshops and presentations.
6. Work with the GMCA Communications team to promote and grow digital service usage.
7. Ensure feedback from young people and stakeholders informs ongoing service improvement.
8. Contribute to future engagement approaches and service development options.
9. Develop longer-term engagement strategies to support growth and impact of digital services.
10. Support the development of other digital products across the YEO Digital team.
General
Contribute to wider digital strategies across the YEO Digital team and beyond.
Develop effective working relationships with internal and external stakeholders.
Demonstrate high standards of professionalism and commitment to organisational values.
Ensure services and ways of working are inclusive and accessible.
Maintain a positive and flexible approach to work.
Ensure compliance with statutory duties including Equality Act and Data Protection.
Align work with the GMCA Sustainability Strategy.
To hold yourself and others to a high standard of professionalism at all times, demonstrating your commitment to our values and behaviours as well as ensuring service confidentiality is maintained throughout all we do.
Working with other teams internally and externally collaboration is maximised and supporting on activity where appropriate
Ensure the services delivered internally and externally are inclusive and accessible, integrated with the service 
To align work area to the Sustainability Strategy and ensure work practices are inclusive of this value & strategic intent 
NB: This list of duties and responsibilities is by no means exhaustive, and the post holder may be required to undertake other relevant and appropriate duties as required.
Knowledge, Skills, and Experience
Knowledge & Experience
· Experience of managing programmes or projects using recognised methodologies including agile and waterfall.
· Experience of working with multiple stakeholders across organisations or sectors.
· Strong digital literacy including online platforms and content production.
· Experience of analysing data to support delivery and service improvement.
· Ability to communicate clearly and creatively with different audiences.
· Experience of designing and delivering engagement activity including with young people.
· Experience of working with education providers, youth organisations or employers.
Desirable
· Knowledge of education or careers systems.
· Experience of working within local government.
· Understanding of employment and skills priorities.
· Experience of working directly with young people.
· Experience of delivering events for young people.

Skills, Values & Behaviours
· Excellent communication and relationship management skills.
· Collaborative and supportive approach to partnership working.
· Ability to respond constructively to feedback and challenge.
· Strong organisational skills and attention to detail.
· Ability to work independently and as part of a team.
· Commitment to inclusion, accessibility and digital inclusion.
Corporate Duties
Do not behave in way which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.
Safeguard at all times confidentiality of information relating to staff and pensioners.  Refrain from smoking in any areas of Service premises.
Behave in a manner that ensures the security of property and resources. Abide by all relevant Service Policies and Procedures.
Records Management / Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.
Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols. To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act.
Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.
Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies.
Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. As a GMCA employee you are expected to treat all  employees / partners / members of the public and work colleagues with dignity and respect irrespective of their background.
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