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Job Description

Job title: 
Programme Manager – World Cities Culture Forum
Grade:

9 

Unit:

Culture and Creative Industries
Department:
Communities & Intelligence
Job Purpose

The Programme Manager for the World Cities Culture Forum will be the central role working between the Mayor of London’s Culture Team (GLA) and Burns Owens Partnership (BOP). The post holder will deliver a high profile programme of events and reports, develop the Forum’s membership and strands of work through new and existing partnerships.  The contract will be with the GLA but the post holder will work between the two organisations.

ACCOUNTABILITIES
Programme Coordination and Administration 

1. Manage the World Cities Culture Forum programme strands ensuring projects are delivered on time and to budget.

2. Act as central coordinator for a complex delivery partnership, managing information between the World Cities Culture Forum Chair, GLA Senior Manager and BOP.  Provide regular reports and updates for all parties.

3. Manage World Cities Culture Forum annual budget including monitoring and monthly reporting to the GLA and BOP.

4. Manage and monitor membership fees and contracts with existing city members and develop the Forum’s membership through formal invitations to world cities from the Mayor of London to join the Forum. Draft contractual agreements with city members and deal with all queries re contracts and fees.

5. Work with the GLA and BOP to research options for future governance of the Forum, ensuring a sustainable business model for the future.

Network

6. Encourage leadership development within and amongst cities and knowledge exchange between city members.  Manage implementation and delivery of proposed leadership exchange programme.

7. Track collaborations and dialogue between cities to report at the annual Summit and inform future development.

8. Conduct annual evaluation/feedback research of WCCF programme and summit with all cities.

Events and Publications

9. Manage and oversee relationship with the host city for the annual World Cities Culture Forum Summit ensuring event is successfully delivered and production logistics are covered including venue, technical, transport and translation requirements. Produce and monitor summit risk register. 

10. Oversee production and design of event brochure, including pre-summit document’s package. 

11. Act as key contact point with designer and oversee the delivery of the design and production process of all reports, delivering compelling publications to high standards.

Communications

12. Oversee press releases and communications, including liaison with  Mayor of London press team, all member cities and stakeholders. 

13. Internal liaison with members, including producing monthly newsletters.

14. Collect news material online suitable for WCCF online posts and for strategic WCCF purposes (including sponsorship opportunities and newsletter/social media news material). 

External Partnerships/Fundraising

15. Support the Director/Executive Team to develop and establish new partnerships including with external partners and potential sponsors. Identify contacts and mayors of new cities.
16. Manage contracts and partnerships including with external organisations.
17. Research potential sponsors and funders.  Prepare fundraising applications/proposals and manage relationships with funders.
General

18. Realise the benefits of London’s Diversity by promoting and enabling equality of opportunities, and promoting the diverse needs and aspirations of London’s communities.

19. Manage staff and resources in allocated to the job in accordance with the Authority’s policies and Code of Ethics and Standards.

20. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams.

Key relationships

Accountable to:
 
Head of Culture/Director of BOP

Accountable for:

Staff and resources allocated to the job

Principal contacts:
Internal GLA Staff (Chair of WCCF, Culture, Press and Environment Teams), BOP staff

External stakeholders (World Cities Culture Forum Associates and members, partners, funders and consultants).

PERSON SPECIFICATION
Technical requirements/experience/qualifications

· Extensive experience of project management – delivering projects, events and reports to a specific timeline.
· A good working knowledge of London’s culture and creative industries.

· Knowledge of urban policy in an international context and experience of working in an international environment with an awareness of global issues 

· Experience of fundraising particularly securing funds from public and private partners

· Good negotiating, influencing and communication skills, including experience of preparing written reports, newsletters and briefings.
· Fluency in other languages – Spanish, French and (desirable)
Behavioural competencies

BUILDING AND MANAGING RELATIONSHIPS

… is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 

Level 3 indicators of effective performance

· Actively engages partners and encourages others to build relationships that support GLA objectives

· Understands and recognises the contributions that staff at all levels make to delivering priorities

· Proactively manages partner relationships, preventing or resolving any conflict 

· Adapts style to work effectively with partners, building consensus, trust and respect
· Delivers objectives by bringing together diverse stakeholders to work effectively in partnership 
COMMUNICATING AND INFLUENCING

… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

Level 3 indicators of effective performance

· Encourages and supports teams in engaging in transparent and inclusive communication
· Influences others and gains buy-in using compelling, well thought through arguments

· Negotiates effectively to deliver GLA priorities

· Synthesises the complex viewpoints of others, recognises where compromise is necessary and brokers agreement

· Advocates positively for the GLA both within and outside the organisation
STRATEGIC THINKING

…is using an understanding of the bigger picture to uncover potential challenges and opportunities for the long term and turning these into a compelling vision for action. 

Level 3 indicators of effective performance

· Translates GLA vision and strategy into practical and tangible plans for own team or delivery partners.
· Consistently takes account of the wider implications of team’s actions for the GLA.
· Encourages self and others to think about organisations’ long-term potential.
· Informs strategy development by identifying gaps in current delivery or evidence.
· Takes account of a wider range of public and partner needs to inform team’s work.
PLANNING AND ORGANISING

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.

Level 3 indicators of effective performance

· Monitors allocation of resources, anticipating changing requirements that may impact work delivery
· Ensures evaluation processes are in place to measure project benefits
· Gains buy-in and commitment to project delivery from diverse stakeholders
· Implements quality measures to ensure directorate output is of a high standard

· Translates political vision into action plans and deliverables

PROBLEM SOLVING

… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions. 

Level 3 indicators of effective performance

· Clarifies ambiguous problems, questioning assumptions to reach a fuller understanding
· Actively challenges the status quo to find new ways of doing things, looking for good practice
· Seeks and incorporates diverse perspectives to help produce workable strategies to address complex issues
· Initiates consultation on opportunities to improve work processes 
· Supports the organisation to implement innovative suggestions 

ORGANISATIONAL AWARENESS

… is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.

Level 3 indicators of effective performance

· Uses understanding of differences between the GLA and its partners to improve working relationships
· Helps others understand the GLA and the complex environment in which it operates
· Translates changing political agendas into tangible actions 

· Considers the diverse needs of Londoners in formulating GLA objectives
· Helps others understand how the media and external perceptions of the GLA influence work 

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.

