
Role profile
Strategic Programmes Officer – The Greater Manchester Baccalaureate and Our Pass
· Grade: Grade 8
Business area: Education, Work, and Skills 
Job title: Strategic Programmes Officer (MBacc and Our Pass)
Reporting line:  Programme Manager- The Greater Manchester Baccalaureate
Team: Youth Employment and Opportunities 
Job Purpose
This is an exciting opportunity to help transform Education and Skills provision in Greater Manchester and shape key Mayoral ambitions for young people. This role will support two flagship policy programmes to implement effective monitoring processes and support the strategic development of key programmes to ensure they are achieving outcomes for young people.
Working within the Greater Manchester Baccalaureate (MBacc) team and reporting to the MBacc Programme Manager, the Strategic Programmes Officer will be responsible for implementing and overseeing the effective delivery of the refreshed Our Pass Exclusives service. This will include leading on implementing and managing the performance and financial management of the external provider and collaborating with stakeholders to produce and oversee the execution of project plans to steer the service towards its strategic aims. 
The Strategic Programmes Officer will also support the delivery and management of the MBacc programme, including working with leads to implement performance monitoring and evaluation, supporting the governance and organisation of the Programme Board, producing business cases and policy briefings, as well as some targeted project management support to identified projects within the programme. You will need to take an agile approach to project management, ensuring delivery is flexible enough to respond to the needs of young people and the stakeholders you are engaged with, whilst still compliant with the funding priorities. Monitoring, managing and evaluating the programme in an iterative way. 
This area of work is fundamental to achieving our core outcomes for young people and provides the opportunity to collaborate on an exciting and pioneering programme of work. This is a role that would suit a generalist able to respond quickly to changing circumstances and prepare materials to a high standard to short deadlines
Key working relationships
· Line Manager – Programme Manager.
· Education, Work & Skills Principal Managers. 
· The Mayor.
· Careers Hub team.
· The Greater Manchester Baccalaureate team.
· The wider Education, Work and Skills team, including Commissioning, and Performance and Contracts.
· Transport for Greater Manchester (TfGM) colleagues across Ticketing, Digital, and Policy.
· GMCA internal teams, e.g.  Culture, Environment etc.
· GMCA corporate services (e.g. Procurement, Communications, and Finance).
Responsibilities
· Develop and monitor contracts and agreements for business support programmes, acting as a key point of contact between funding bodies, GMCA functions such as legal-finance-information governance, and delivery providers. 
· Develop robust processes for performance monitoring and funding claims and hold organisations to account for delivering against their contractual responsibilities.
· Coordinate the development of reports and recommendations for future improvements, to assurance and governance groups such as the GMCA, Local Authorities, the Bee Network Committee, the Mayoral Manifesto internal group, and the Group Leadership Team.
· Maintain robust audit trails of documents and decisions taken, always ensuring compliance with funding requirements, File documents on GMCA shared drives and develop and modify filing practices.
· To coordinate updates of programme documentation including risk registers, finance plans and delivery plans under the supervision of the strategic programmes manager. 
· Manage independent evaluations of key programmes to deliver contractual requirements and to develop intelligence to support future commissioning of business support projects and programmes.
· Working with other internal GMCA teams such as Research, Commercial Services and Finance to coordinate the commissioning of new programmes as relevant, from initiation to completion.
· Provide cover as directed by line manager for other members of the Directorate in their absence and assist with their workloads as necessary.
· A commitment to self-development and supporting the development of others. 
· A commitment to managing personal wellbeing and supporting the wellbeing of others.
General
1. To build effective relationships, working collaboratively across GMCA, local authorities, national government departments, universities, private sector organisations, and other partners.
2. To think strategically about the development and preparation of funding and other legal agreements with funding recipients to increase the benefits of the programme.
3. To draft and prepare reports, presentations, and communications material for a range of GM stakeholders, tailored appropriately for the audience.
4. Effectively manage queries and correspondence, both written and verbal from a wide range of internal and external customers. 
5. Monitor outputs and outcomes with project leads, collating and summarising these.
6. 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.
7. Working with other teams internally and externally collaboration is maximised and supporting on activity where appropriate.
8. Ensure the services delivered internally and externally are inclusive and accessible, integrated with the service. 
9. To align work area to the Sustainability Strategy and ensure work practices are inclusive of this values & 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
10. Knowledge and experience of developing services and monitoring contracts of public funds with external providers, desirably related to services targeting young people and/or digital services.
11. Experience working on projects that require complex stakeholder relationships with cross-organisational or multiple layers of delivery.

12. Knowledge or understanding of the challenges facing young people in Greater Manchester, the current policy landscape around skills and careers, and/or the stakeholders and partners across the education and skill system in GM.
13. Experience of drawing together a wide range of data and qualitative insights to present back analysis to key stakeholders and senior leaders.
14. Knowledge and/or experience of developing and applying effective project management processes and techniques.

Skills, Values & Behaviours
15. Strategic Thinking: Develops strategy with awareness of key risks and adjusts accordingly to maximise likelihood of success. 
16. Project Management: Ability to define, document and manage long-term, high value and complex projects through to implementation, and manage multiple projects simultaneously. 
17. Risk Management: Ability to identify and put in place appropriate mitigations to manage key areas of risk in and across complex projects with significant business, political or high-profile impacts and multiple inter-dependencies, and the confidence to challenge and put in place appropriate mitigations.
18. Strategic Planning: The ability to turn strategic ideas and objectives into practical, well organised plans with a focus on results, standards and objectives on time to quality, within budget and to reprioritise, plan and organise own and others’ work effectively to ensure these are met. 
19. Communication and Influence: Ability to resolve and communicate complex issues through developing clear options appraisals and business cases to identify solutions.; ability to influence or persuade internal or external stakeholders, with confidence to hold individuals and organisations to account for delivery of outputs and products.
20. Financial Management: Excellent financial planning skills to manage short, medium and long term financial plans with an ability to budget proactively.
21. Commissioning Skills: Demonstrates sound business intelligence and ability to identify commercially viable opportunities and apply robust processes to awarding and monitoring of complex projects to secure value for money in service delivery. 
22. Accountability: Measures and monitors to ensure they are on top of results and takes ultimate responsibility for ensuring outcomes and targets are met. 
23. Excellent organisational skills.
Ways of working
24. Problem-solving: proactively seeks solutions to a problem or issue until it is resolved, with a “can-do” approach.
25. Relationship building: Personally builds effective relationships with colleagues or partners outside their own area to improve organisational performance and service quality.
26. Passion: Talks about and promotes our strengths and success stories with passion and commitment. 
27. Putting young people first: Takes a user-centred approach to designing projects and services, seeking out insights from users to drive improvements. 
28. The ability to work as part of a team and remain calm under pressure.
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.
