Hidden Threads Programme Manager: Job Description
Better Communities Bradford Registered Charity No. 1181634
Post details
	
	

	Job title
	Programme Manager

	Project
	Hidden Threads: Revealing the Heritage of South Asian Muslim Women in Bradford

	Funded by
	The National Lottery Heritage Fund

	Contract
	Fixed term, late November 2026 to December 2027

	Hours
	14 hours per week, worked flexibly, including occasional evenings and weekends

	Salary
	£16 per hour (£11,648 per annum)

	Location
	Bradford, with community-based delivery across the district

	Reports to
	Chief Executive Officer


About the project
Better Communities Bradford is a local charity working to build stronger, more connected communities across the district. Hidden Threads explores and records the heritage of South Asian Muslim women in Bradford through oral history and textile craft. Working with three participant cohorts, the project will capture women's life stories and textile traditions, and share them through a digital archive and public exhibitions.
The project team includes a Project Sewing Tutor, who leads the hands-on textile sessions and carries much of the day-to-day delivery with participants. The Chief Executive Officer line manages project staff. The Programme Manager holds the project together: planning, safeguarding, volunteers, outputs and reporting.
Purpose of the role
The Programme Manager is responsible for the safe, ethical and effective delivery of Hidden Threads. You will coordinate the project, lead on safeguarding, support volunteers, and ensure the project meets its approved outcomes and the requirements of The National Lottery Heritage Fund.
Key responsibilities
Programme delivery
· Plan and manage delivery across all three cohorts, in line with the approved project plan, timetable and budget
· Work closely with the Project Sewing Tutor, who leads textile sessions, to coordinate sessions, recording activity and textile work
· Maintain the project risk register and take action to manage risks as they arise
Safeguarding and wellbeing
· Act as the project's safeguarding lead, working alongside and reporting all concerns to the charity's Designated Safeguarding Lead, who makes final decisions on safeguarding matters
· Ensure informed consent is obtained and recorded for all oral history and photographic work
· Ensure staff and volunteers have access to appropriate reflective and clinical supervision
Team and volunteer coordination
· Coordinate the day-to-day work of the project team, working closely with the Chief Executive Officer, who line manages project staff
· Recruit, induct and support volunteers
Heritage outputs and partnerships
· Oversee the digital archive, ensuring it meets agreed standards for metadata, accessibility and licensing, with hosting arranged beyond the life of the project
· Oversee the planning and delivery of public exhibitions
· Build trusting relationships with participants, families and community partners
Monitoring, reporting and compliance
· Monitor spend against budget and keep records that meet grant conditions
· Collect monitoring data and feedback, and prepare progress reports for the Chief Executive Officer, trustees and the Heritage Fund
· Ensure the project complies with data protection requirements and acknowledges Heritage Fund support
Person specification
Essential
· A degree in business, management, community development, social sciences or a related subject, OR equivalent professional experience
· Experience of managing projects or programmes, including planning, budgets and reporting
· Experience of working with South Asian communities, particularly women, including people who may be vulnerable
· Ability to speak Urdu and Punjabi to a good conversational standard. Many participants are more comfortable speaking in these languages, and a large part of the oral history and consent work will be carried out in them, so the post holder must be able to work directly with participants without relying on an interpreter
· Strong organisational and communication skills, with the ability to handle sensitive information with discretion
· Understanding of safeguarding and informed consent, with safeguarding training or willingness to complete it before starting
Desirable
· A professional qualification in project management, community work or a related field
· Experience of managing externally funded projects, ideally National Lottery funded
· Experience of heritage, oral history, arts or archive projects
· Knowledge of South Asian textile traditions or digital archive standards
Terms and conditions
	
	

	Annual leave
	28 days including bank holidays, pro rata for part-time hours

	Pension
	Workplace pension through auto-enrolment, with employer contributions of 3%

	Probation
	3 months

	Notice period
	1 week during probation, 1 month after

	Sick pay
	Statutory Sick Pay


Other requirements
This post is subject to an Enhanced DBS check. Applicants must have the right to work in the UK, and evidence will be checked before an offer is confirmed.
How to apply
Please email your CV and a covering letter of no more than two pages to abbas@bcb.community. Your letter should explain how you meet the essential criteria in the person specification.
Closing date: [to be confirmed] Interviews: [to be confirmed]
Better Communities Bradford is committed to equality of opportunity and welcomes applications from all sections of the community.

