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JOB DESCRIPTION
PROJECT OFFICER
LET’S READ PROGRAMME
	Hours:
	21 per week

	Reporting to:
	Chief Executive Officer 

	Project:
	Let’s Read/Dolly Parton Imagination Library

	Salary:
	£17737.31 actual (35 hours full time equivalent £29562.19)



	THE LET’S READ PROGRAMME AND THE DOLLY PARTON IMAGINATION LIBRARY:


	Let’s Read provides one-to-one reading support to children—primarily in primary schools—across disadvantaged areas of Leeds. This is delivered through trained volunteers from local businesses and the wider community. Volunteers support children to improve their reading skills while also building confidence, self-esteem, aspirations, and a positive attitude toward learning.
The Dolly Parton Imagination Library is an early years book gifting programme for children under five, delivering a high-quality book each month to help build a home library and foster a lifelong love of reading.

	MAIN PURPOSE OF POST:  


	The postholder will be responsible for the effective coordination, development, and sustainability of both programmes. This includes:
· Coordinating high-quality programme delivery across schools and communities.
· Generating income to sustain and grow the programmes.
· Promoting the programmes to key stakeholders including schools, families, volunteers, businesses, and funders.

	DUTIES:


	Programme Coordination & Delivery
· Coordinate and support volunteer readers placed within partner schools.
· Organise and manage volunteer placements, inductions, and ongoing engagement.
· Provide regular communication and support to volunteers to ensure a positive experience.
· Monitor, review, and evaluate programme delivery to ensure quality, impact, and continuous improvement.
· Ensure safeguarding policies and procedures are fully implemented and adhered to at all times.
Volunteer Recruitment & Partnerships
· Work with businesses, community organisations, and external agencies to recruit volunteer readers.
· Build and maintain strong relationships with businesses to encourage employee volunteering.
· Develop and sustain effective partnerships with existing and new participating schools.
· Organise and deliver training sessions for volunteers in both community and corporate settings.
· Maintain and update volunteer training materials and information packs.
Income Generation & Sustainability
· Generate income through funding applications, school contributions, and fundraising activities.
· Work collaboratively with the organisation’s bid writer to identify and submit funding bids.
· Support the collection of data and evidence required for funding reports.
· Contribute to the financial sustainability and growth of the programmes.
Administration & Finance
· Work closely with the Finance Manager to coordinate and monitor the collection of termly school fees and ensure any invoices received are dealt with efficiently.
· Maintain accurate records relating to volunteers, schools, and programme delivery.
· Ensure all reporting requirements (internal and external) are met in a timely manner.

	GENERAL:


	· Deliver work to a high standard and within agreed timescales.
· Attend and contribute to all internal and external meetings as required.
· Support wider project delivery across all Community Learning Partnerships contracts as needed.
· Maintain regular communication with line management.
· Always perform in a professional and appropriate manner as a representative of Community Learning Partnerships.
· Attend relevant training courses to increase knowledge and skills.
· Compliance to all Community Learning Partnerships policies and procedures.
· Undertake any other duties commensurate with the role.
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Engage, inspire, achieve




