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Richmond upon Thames Council for Voluntary Service (RCVS)

JOB DESCRIPTION & PERSON SPECIFICATION

Job Title: 	 Interim Programme Manager
Reporting to: 	 Chief Executive Officer
Line Management: 3 staff members
Contract: 6 months (interim), part-time – 2-3 days per week (14-21 hours)
Salary: Actual £8,000- £12,000 (FTE £40,000) 
Location: Richmond upon Thames with opportunities for remote working  
	

Role Summary 
This is a hands-on, part-time interim role focused on keeping our core programmes running well and supporting the people delivering them. You will oversee a small number of funded projects, coordinate staff and partners, and maintain high-quality delivery. This is a practical role centered on continuity, delivery, and stakeholder confidence rather than new programme development. 

This is a flexible part-time interim role and we are open to shaping aspects of the focus depending on your experience, interests and availability. 
About us 
We’re a small, friendly and supportive team, passionate about the VCSE sector and doing high-quality work that makes a difference locally. We aim high, support each other, and (importantly) we have excellent biscuits.

Key Responsibilities 
· Oversee delivery of funded programmes, ensuring outputs, timelines and quality standards are met 
· Line manage and support a small team; coordinate external partners and consultants 
· Monitor progress, manage risks, and maintain clear oversight across workstreams 
· Act as a representative at key meetings, networks and events 
· Ensure effective reporting to funders and stakeholders 
· Maintain stability, consistency and strong working relationships during the interim period 
· Provide light-touch advice and support to the local VCSE sector as needed, alongside other duties appropriate to the role

Key Programmes   
· Richmond Food Partnership 
· Trustee Forward 
· Capacity Building programme 
About You 
· Experienced in managing or coordinating programme delivery 
· Organised, reliable and able to prioritise effectively in a part-time role 
· Strong communicator with ability to build trusted relationships 
· Calm, practical and solutions-focused 
· Collaborative and comfortable working with small teams and partners 
· Committed to the VCSE sector and inclusive practice 

PERSON SPECIFICATION 

Essential 
· Experience of managing projects or programmes with defined outputs 
· Experience of overseeing delivery through others 
· Experience of line management or staff support 
· Experience of monitoring and reporting to stakeholders or funders 
· Strong organisational and prioritisation skills 
· Ability to manage multiple workstreams and resolve issues effectively 

Desirable 
· Knowledge of Richmond VCSE sector 
· Experience working with statutory partners 
· Experience working with consultants or training providers 
· Fundraising or bid writing experience
· Experience of managing or leading within a VCSE organisation

What we offer
· Flexible, part-time working (open to shaping hours) 
· Office near Richmond station with hybrid working 
· 28 days annual leave (pro rata) + bank holidays 
· 8% pension
· Opportunities for training and development
How to apply
We are looking for someone who can start as soon as possible. Applications will be reviewed on a rolling basis and will close on 30 June at 5pm, although we may close the role early if we find the right candidate.
If you’re interested, please send a CV and a covering letter that clearly outlines how your skills and experience are a good fit for the role. You’re also very welcome to arrange an informal chat before applying, just email jobs@richmondcvs.org.uk to set up a conversation with our CEO, Julie Gavin.
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