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Job Description  

	Title 
	Programme Resource and Content Assistant


	Reports to 
	Programme Resource and Content Lead

	Pay Grade 
	Programmes & Delivery

	Salary Scale 
	P4c - £27,736 per annum : Plus London Weighting uplift (£2,940) where applicable

	Contract Type
	Permanent

	Hours 
	Part-time, 22.5 hours per week

	Location
	Remote (Homeworking)


 

Main Role & Responsibilities

The Programme Resource and Content Assistant supports the development, maintenance and continuous improvement of Ygam’s programme resources and content.

The role has responsibility for the coordination and delivery of the Ygam Alumni newsletter, contributes to the design and updating of programme resources, and supports the implementation of changes arising from programme reviews, evaluation and feedback. Working closely with Programme, Insight and Content colleagues, the post holder helps ensure resources remain current, high‑quality and responsive to learning and impact findings.

Who Are We Looking For?

We are looking for a highly organised, detail‑focused and proactive individual with strong written communication skills and an interest in digital education and harm prevention.

You will be comfortable working collaboratively across teams, supporting content development and programme improvement, and managing regular outputs such as newsletters and resource updates. You will bring a positive, adaptable approach, with the ability to balance creativity with accuracy and consistency.

Role Requirements
Alumni communications and engagement
· Oversee the planning, production and distribution of the Ygam Alumni newsletter, coordinating content contributions from across teams.
· Ensure Alumni communications are clear, engaging, accurate and aligned with organisational priorities.
· Support continuous improvement of alumni engagement through feedback and insight.
Programme resource and content support
· Support the design and update of programme resources and content, including digital and downloadable materials.
· Make agreed updates and improvements to resources following programme reviews, evaluation findings and feedback from delivery teams.
· Ensure resources are version‑controlled, accessible and stored appropriately.
Programme review and continuous improvement
· Support the implementation of changes arising from programme reviews, working closely with Programme and Insight colleagues.
· Help track actions, updates and improvements to ensure changes are completed accurately and on time.
· Contribute to maintaining high standards of quality, consistency and alignment across programme content.

Collaboration and quality assurance
· Work collaboratively with Programme, Content and Insight teams to ensure resources are evidence‑informed and delivery‑ready.
· Support checks for accuracy, clarity, safeguarding and inclusivity across programme materials.
· Assist with administrative tasks related to content management and programme support as needed.

Person Specification

Essential
· Strong written communication skills, with experience producing or supporting newsletters, content or programme materials.
· High attention to detail and the ability to manage updates, versions and changes accurately.
· Strong organisational skills and ability to manage multiple tasks and deadlines.
· Experience working collaboratively within a team environment.
· Confidence using digital tools and systems to support content and resource management.

Desirable
· Experience supporting programme delivery, learning or education resources.
· Familiarity with digital learning or online resource development.
· Experience working with feedback, review or evaluation processes.
· Experience using CRM or content management systems.
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