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	Job Title 
Job Description and Personal Specification

	
	

	Job title:
	Programme Associate - Found

	Place of work:
	London / Remote with occasional use of Catch22 office when required

	Hours of work:
	Part-time (18.5 hours)

	Band:
	MPA - Coordinator

	Reports to:
	Programme Lead - Found 

	Level of screening:
	Standard Catch22 screening

	

	Who we are



Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.

We achieve this in two ways. First we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

Found is a new service within Catch22, designed to support care-experienced young people (Founders) to build strong foundations for work and adult life through structured placements, coaching and employer partnership.

	Where you fit in

	
As Programme Associate, you play a central role in supporting the coordination and operation of the Found pilot.

You will work across the programme to help organise delivery, maintain systems and support the team to operate effectively. You will also support elements of programme setup, iteration and review as the pilot develops.

This role goes beyond administrative support. It contributes to the effective running of a new service, helping ensure the programme is organised, responsive and able to adapt as learning emerges.


	Main Duties & Accountabilities



Programme coordination and delivery support
· Coordinate programme schedules, sessions and key activities across the pilot.
· Support the organisation and smooth running of programme delivery, including workshops, inductions and events.
· Work with the coaching team to ensure delivery is well planned and coordinated.

Programme operations and systems
· Maintain and improve programme systems, tools and ways of working.
· Support the Programme Manager in establishing effective operational processes.
· Ensure programme information, materials and resources are organised and accessible.

Communications and stakeholder coordination
· Act as a central point of coordination for communication across the programme.
· Manage communications with Founders, employers and partners to ensure clarity and consistency.
· Support coordination between the coaching team, employer partnerships and programme leadership.

Data, tracking and reporting
· Maintain accurate records of programme activity, engagement and outcomes.
· Support tracking of key programme metrics and progress.
· Assist in preparing reports and summaries to support programme oversight and learning.

Placement and partner coordination
· Support the Employer Partnerships Lead with coordination of placements, including scheduling and onboarding activity.
· Ensure documentation and communication relating to placements is organised and timely.

Supporting pilot development and learning
· Support the Programme Manager and wider team to capture learning from delivery.
· Contribute to the organisation of feedback, insights and reflections from the pilot.
· Assist in adapting processes and approaches as the programme evolves.


	What does good look like for this role?



The programme runs in a coordinated and organised way.

Communication across the programme is clear and timely.

Systems and processes are well maintained and improve over time.

Programme data and information are accurate and accessible.

The team is supported to deliver effectively and respond to emerging challenges.

You are organised, proactive and able to take ownership of coordination across a fast-moving programme environment.

	Organisational Relationships




[image: ]





Classification : Unrestricted

	Job Title: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	
Relevant qualification or equivalent experience in innovation programme coordination, project support or similar roles.
	
	
Application / Interview


	KNOWLEDGE
	
Understanding of programme or project coordination.

Familiarity with tools and systems used for scheduling, communication and data tracking.

	
	
Application / Interview


	EXPERIENCE

	
Experience supporting programmes, projects or services in a coordination role.

Experience working in a fast-paced or developing environment.

Experience in education, employability or social sector contexts.

	
	
Application / Interview


	SKILLS & ABILITIES
	
Strong organisational and coordination skills.

Ability to manage multiple tasks and priorities.

Clear written and verbal communication.

Attention to detail combined with the ability to see the bigger picture.

Ability to work across teams and support collaborative working.

	
	
Application / Interview


	OTHER
	
Shares Catch22 values.

Commitment to equality, diversity and inclusion.

Willingness to undertake training and professional development.

	
	
Application / Interview
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