
 

  

Job Description 
 

Job Title: Programme Officer 

Service: Coram Innovation Incubator 

Reporting to: Incubator Development Lead 

Salary Range: Circa £30k (depending on experience) 

Work Pattern: 
Full time, hybrid working (2 days a week in the office or at 
client sites) 

Contract Type Permanent 

 
Coram is a dynamic and responsive children’s charity that draws upon a distinguished history and 
reputation for contemporary practice expertise in creating better chances for children. With over 
400 staff across the group, a distinctive headquarters near King’s Cross / St Pancras and project 
teams across the country, Coram strives to be a credible, respectful, professional, dynamic and 
committed organisation where these values infuse all that we do to help the most vulnerable 
children, young people and families in our society. 
 
Coram-i itself works with children’s social care services to help them improve the serves they 
deliver, such as adoption and fostering, to improve outcomes for vulnerable children. It uses the 
mix of skills available at Coram and its partners, including social workers, analysts and 
management consultants, combining their expertise to develop effective solutions that tackle the 
underlying causes of poor outcomes for children.  
 
The Coram Innovation Incubator is a vehicle that provides local authorities and their partners with 
the means to generate, test and scale radical solutions to shared challenges facing the children’s 
social care sector. As an assistant project manager you will help organise and deliver the Incubator 
programme, support innovation projects and be part of a team that will improve the lives of 
vulnerable children. You must be a highly motivated individual, with a desire to make a difference. 
 
 
 
 
 
 
To support the delivery of the various elements of the Coram Innovation Incubator, which support 
its members to build capacity to achieve change to the problems they face in supporting children 
and young people 
 
 
 
 
 

• To help ensure the CII membership entitlement is delivered to members, helping to make 
membership of the CII highly sought after by LAs and other organisations in the sector 

 
• To support the building of relationships and drafting of communications to ensure we meet our 

annual membership target through the retention of existing members and securing of new 
members, managing invoices and financial processing in line with budget authorities. 

 

Purpose of the role: 

 

Main duties & Responsibilities 

 



 

  

• To research innovations taking place across the country and create an annual Innovation 
Collective report, informing programme design and development, and working with the 
Communications team to ensure maximum dissemination and impact 
 

• To support the delivery of Innovation Labs, and ensuring all leads and ideas are captured 
 

• Helping to organise learning sets and the programme of webinars on an agile design basis, 
capturing feedback to ensure added value and capacity building across the sector 
 

• To support the management of CII projects, individually and as part of a portfolio 
 

• Maintaining and updating the web presence for the Incubator, producing marketing material and 
collateral and maximizing the social media presence to retain and increase visibility and interest. 

 
• To recognise and challenge all forms of discrimination and prejudice in the workplace. 
 
• To treat everyone with respect, dignity and fairness and to acknowledge and celebrate 

diversity. 
 
• To maintain an awareness of your own and others’ health and safety and comply with Coram 

Group Health and Safety policy and procedures. 
 
• To maintain confidentiality of information; it will be necessary to comply with all requirements 

related to the Data Protection Act/ General Data Protection Regulations (GDPR) 
 
• Any other work, within competence, as required by line managers. 



 

  

Person Specification 
 

Skills, Knowledge & Experience 

 
Essential 

 Demonstrable and relevant experience of supporting project and programme delivery, preferably 
ones that had a social impact. 

 Experience of planning and delivering events, workshops or webinars with competency in 
relevant virtual platforms. 

 Good communication skills, with the ability to communicate clearly and precisely in both writing 
and speaking, as well as good listening skills, for a range of audiences 

 Good business systems IT skills 

Desirable 

 Experience of supporting the delivery of innovations or in supporting the generation of innovative 
ideas and turning them into viable programmes or products 

 Experience of building good relationships with stakeholders, particularly in the public sector and 
in marketing and communications approaches in business to business context. 

 Behaviours and Values 

 
 The ability to deliver work on time, using time efficiently to complete projects on time even with 

conflicting deadlines. 

 Self-starter who is able to prioritise work and manage their time effectively 

 Committed to professional development 

 Respectful of others and advocate for equality and diversity 

 Evidenced interest in, and commitment to, the best outcomes for children and young people, 
including knowledge of issues affecting children and young people in statutory or community 
settings 

 Available for meetings and activities on a flexible basis, including in person in multiple locations 
and remotely, including early morning/evening where planned in advance. 

 


