
 

 

 

 

 

 

Role Description:  Head of Programmes [4 days pw] 

 

REPORTS TO: 

Managing Director 

LOCATION: 

 

● WHAT CLEAN SLATE IS HERE TO DO 

We want to see a world where people can provide for themselves and their family, where society addresses 
everyone’s needs and where it does not cost more to be poor. It should provide fair opportunity for all so 
anyone willing and able can access employment. Our job is to do everything possible to enable people to 
improve their financial wellbeing. Everyone needs to be able to manage their money well, find work and 
access every facility to help them do so, including online services. Clean Slate, and its money skills 
programme, Quids in!, is re-writing the rulebook on helping low income households to become better off.  
 
This job description supports the company’s 5-year objectives, which are for us to: 

1. Be reaching people in hardship in all regions of the UK, at all stages of their lives 
2. Have meaningfully and measurably impacted on 160,000 people, on their financial wellbeing, resilience 

and quality of life 
3. Have grown five-fold (compared to 21-22), with secure, long-term income 
4. Be a household name enjoying a inter/ national reputation as a ‘go to’ expert on poverty 
5. Have provided a voice, and something to belong to, for those excluded from policy and service 

development 
6. Be a dynamic and enterprising place where people want to work, where a staff team thrives, whose 

diversity reflects the people we support (including at Board level) 
 

2.  MAIN PURPOSE OF ROLE  

1. Oversee the safe, compliant and efficient running of the Services department so it meets the needs of 
service users, commissioners, staff and the company (and its development) 

2. To line manage department managers to perform well and help grow the business 
3. To develop new programmes, identifying and working up ways to resource them, building our 

reputation, growing partnerships and maximising reach and impact to improve users' financial 
wellbeing through money skills, employment and digital access 

4. Be part of the Clean Slate senior management team, contributing to and championing core objectives, 
and taking responsibility for implementation of strategies and procedures across all Service operations 

 

3.  KEY DUTIES AND RESPONSIBILITIES 

Oversee Services 

1. Oversee budgets to ensure Services are viable, contributing to core costs and aiming to achieve a 
contingency surplus of 5-10% 

2. Oversee targets for outcomes and outputs (KPIs) that meet commissioners’ expectations and contribute to 
company objectives, eg, for growth and impact 

3. Work with department managers to ensure operations keep to budget, including contingency-planning, eg, 
for staff absence or remedial action (where there is a risk) 

4. Identify management training needs and work with HR to organize, where required 



5. Ensure all stakeholders are clear about the services we are commissioned to deliver and planning is in place 
for adequate staff capacity at all times 

6. Champion company-wide initiatives such as Voices and Elements and ensure their operational 
implementation at a local level 

7. Promote effective decision-making and leadership at all levels in Services to balance the needs of service 
users and staff with the requirements of the company and wider stakeholders 

8. Work with other departments to develop materials and initiatives that improve support to the Services’ 
team and service users 

9. Engage with staff producing materials and resources, eg, money guidance on quidsinmagazine.com and 
promotional information on cleanslateltd.co.uk, so these reflect the needs of the regional team 

10. Monitor performance using online record systems, and stage quarterly review meetings, to ensure 
continuous improvement of service 

11. Take responsibility for Services team following all processes and procedures, including for HR, finance, IT 
and office management 

12. Ensure full compliance with Health & Safety, Safeguarding and Cyber Security legislation, good practice and 
company policies and procedures by all Services teams 

13. Ensure we are capable locally of delivering on any accreditation or kite mark, eg, AQS, Disability Confident, 
etc 

14. Provide leadership on continuous improvement, from objective setting and department planning to impact 
monitoring and reporting by departments 

15. Provide line management to Deputy Head of Programmes, and ensure their quality line management of 
team leaders 

16. Support managers to identify and capitalise on commissioning, funding and other opportunities to develop 
their department in line with company objectives 

17. Monitor performance and take responsibility for remedial action that ensures plans remain on track and 
individuals are clear on their responsibilities and held accountable for poor (and credited for good) 
performance 

18. Ensure the wellbeing of all Services staff through the implementation of procedures 
 

Programme Development 

19. Produce a long-term strategy for developing Services to meet company objectives 
20. Implement a short-term strategy, supporting its longer-term counterpart, and ensure all internal stakeholders 

have corresponding plans 
21. Identify pan-regional and national commissioning and funding opportunities, progress discussions locally and 

work with the Managing Director and fundraising team to submit applications 
22. Work to targets that facilitate growth to meet company objectives 
23. Ensure reports are produced for stakeholders, including for commissioners and the Clean Slate Board as 

required, accounting if necessary for any shortfall against targets and the remedial action being taken 
24. Grow relationships into partnerships, attending meetings and network events to raise Clean Slate's profile 

and generate interest in joint working 
25. Develop programmes to scale up operations at a regional and, through the Virtual Support Hub, national level 
26. Develop programmes to scale up through partnership with third parties who deliver licensed services 
27. Champion initiatives that give more voice and representation to people on low incomes 
28. Maximise opportunities for people on low incomes to join our workforce and access employment in the sector 
29. Stay abreast of developments in best practice, legislative and other changes, and integrate them into day-

to-day work across Services teams 
 

Senior Leadership 

30. Shared responsibility for company management, from strategic goal-setting and planning to development 
and implementation of policies and procedures 

31. Day-to-day responsibility for Service teams’ implementation of policies and procedures, from HR and finance 
to service delivery and compliance with H&S, safeguarding and data security 

32. Recording and reporting performance and impact measures for continuous improvement, feeding into 
company development and cross-department initiatives such as campaigns and PR 



33. Continuously work to systematise activities throughout Services teams to ensure consistency and quality, 
supported by training and operational guides  

34. Ensure staff are always clear about expectations placed on them, (eg, through job descriptions), the needs 
and direction of the company, and how these contribute to the company’s mission 

35. Represent Services staff in development of procedures to protect their wellbeing; monitor ‘red flags’, address 
possible causes and take preventative action (eg, high levels of health-related absence may be down to 
workloads, poor morale or stress from feeling-underqualified) 

36. Monitor and manage risk observing best practice, persistently reviewing the Risk Register and continuously 
working to minimise liabilities 

37. Represent the company, not just Services teams, to external contacts, networks and media; at all times, 
promote company objectives and the full range of activities  

 
General 

38. Maintain high standards across all services 
39. At all times adhere to and champion Clean Slate policies and procedures 
40. At all times adhere to contract requirements, relevant legislation and good practice 
41. Attend relevant meetings 
42. Participate in regular supervision and support 
43. Maintain good relations with external stakeholders and colleagues 
44. Any other duties commensurate with this role 

 

 

  

https://www.ncvo.org.uk/help-and-guidance/governance/responsibilities-for-boards/helping-your-board-meet-their-responsibilities/how-to-manage-risk/#/


 

4. PERSONAL SPECIFICATIONS (for review) 

  

Able to drive, with own transport, and willingness to travel Essential/ Desirable 
(dependent on region) 

Experience of working with people who are socially excluded Very desirable 

Committed to Clean Slate’s Vision and Mission (What we’re here to do) Essential 

Understanding of discrimination, equality and diversity issues, including those not 
set out in law such as how the ‘poverty premium’ works 

Very desirable 

Minimum 100 hours experience delivering training or support to people from 
disadvantaged communities and/or diverse cultures 

Desirable 

Able to follow/ implement quality assurance, evaluation and monitoring processes  Essential 

Reliable and able to plan and manage your time so that you are properly prepared 
to manage deadlines, deliver plans and supervise staff effectively 

Essential 

Knowledge of a range of teaching and facilitation methods to ensure participants 
engage, and/ or willingness to learn 

Essential 

Effective verbal and written communication skills and a commitment to working in 
a professional manner to resolve problems and achieve tasks 

Essential 

A commitment to keeping your skills and knowledge current Essential 

Access to and ability to use internet, email and all appropriate IT and tech facilities, 
including reporting software 

Essential 

Knowledge of benefits/ welfare system, and support agencies to signpost to Very desirable 

Experience of empowering service users and promoting independence Very desirable 

Initiative to work on own or as part of a team, leading groups or interacting one-
to-one 

Essential 

Able to inspire, motivate and lead a team and provide excellent supervision to new 
employees and volunteers 

Essential 

Negotiation, relationship building and strategic planning skills Essential 

Accountable, solution-focused and able to manage performance, taking remedial 
action if and when required 

Essential 

 


