
                                                  

                                                                                                                

 
PROGRAMME & ENGAGEMENT MANAGER 

Wakefield Advance 
 
THE ROLE  
Creative England and Creative Industries Federation have united to form the Creative UK Group. We work to connect, 
support, champion and invest in the UK’s world-leading creative industries.  
 
The Creative UK group is a membership organisation dedicated to championing the Creative Industries and their ability 
to catalyse change, socially and economically. We connect the creative sector to each other and to opportunities that 
people would have otherwise had limited access to. We’re here to level the playing field. We bring creative voices 
together to fight for movement in policy and industry working practices. We are advocates who invest in people and 
businesses. We empower burgeoning innovators with finance, business development, and skills training, to enable 
them to reach their full potential - without compromise.   
 
The Advance programme has been developed by Creative England in partnership with Wakefield Council to deliver 
pioneering business support to creative businesses and individuals within Wakefield and the wider Yorkshire Humber 
region. The programme offers support to Creative SME’s and Freelancers/individuals through a series of 
transformational online/offline workshops, bootcamps, digital content and mentoring.  
 
The Programme & Engagement Manager will join our growth programme team of experts to lead on the Advance 
programme. The ideal candidate will have demonstrable knowledge of Wakefield’s creative sector and its investment 
landscape. You will be passionate about supporting creative SME’s and freelancers/individuals through a challenging 
time, all whilst supercharging your own career as a programme manager.  
 
LOCATION: Must be based in Wakefield/ wider Yorkshire Humber region 
CONTRACT: FIXED TERM, PART-TIME c3days per week UNTIL MARCH 2023 OR FREELANCE EQUIVALENT CONSIDERED  
SALARY: £35k pro rata’d + benefits OR freelance rate £200 per day inclusive of VAT  
TO APPLY: Email CV and cover letter* to jobs@creativeengland.co.uk  by 13th September 2021 *You also have the option to submit a 

short up to 3-min video to replace or compliment your cover letter. This should tell us why you are suited to the role, your motivations and anything else you’d like our panel to know!* 

 
KEY RESPONSIBILITIES 
Lead and support all delivery activities across our Advance Programme, providing strategic direction and design for the 
programme 
 
Project manage planning, schedules and budgets for agreed activity, in line with the contracted spending and outputs 
quarterly profile  
 
Oversee delivery and collection of data from businesses including client application forms , attendance records, 
evaluations and client  records of product development, investment/funding received and job creation. 
 
Source delivery partners and industry mentors in line with programme objectives 
 
Lead on the organisation and content curation of both online and offline relevant programme events, workshops, 
surgeries, and seminars, with assistance from the programme coordinator w with a variety of audiences in mind 
 
Take overall responsibility for the client management of participants and partners (including alumni), reviewing 
progress, monitoring performance and providing advice guidance and feedback on business growth and investment 
 
Create reports and provide updates on delivery as required at team meetings, liaising with colleagues to ensure a joined-
up and holistic approach  
 
 

https://www.creativeengland.co.uk/regional-growth-programmes/creative-wakefield-advance/
https://creativewakefield.net/advance/
mailto:jobs@creativeengland.co.uk


                                                  

                                                                                                                

Develop credible relationships with a range of partners, organisations, thought leaders and stakeholders in Wakefield 
and wider Yorkshire Humber regions to promote our objectives for the Advance programme 
 
Nurture knowledge and partnerships supply chain, undertaking appropriate research as requested 
 
Have 1:1 contact with the programme participants and signpost them to the wider support available through wider 
company services. 
 
Act as our regional representative and be an ambassador for the wider company; maintaining a professional approach 
always, sustaining a high level of visibility and networking by attending relevant industry events and public speaking 
opportunities 
 
To undertake any other duties as may be reasonably required. 
 

This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outl ine the main  
areas of responsibil ity at the time of writing  

 
Required experience, knowledge and skills: 

• Experience of managing projects and providing business advice 

• Knowledge of Wakefield’s creative ecosystem and its investment landscape  

• Experience of relationship and partnership management  

• Ability to present and communicate effectively with people at all levels. 

• Ability to both develop plans and execute through delivery. 

• Experience of tracking budgets and schedules 

• Experience of using MSOffice, CRM and knowledge of GDPR (desirable)  

• Commitment to the principles of D&I and its practical application  

• Organisational skills, with the ability to multitask, prioritise, meeting deadlines and targets. 

• A keen eye for detail and to ensure high standards whilst working under pressure 

• A basic understanding of finance terms and processes 
 
Personal qualities:  

• Knowledgeable – knowledge of Wakefield’s creative ecosystem and keen interest in using data and 
relationships to drive success  

• Skilled communicator – the ability to communicate effectively  

• Positive, hard-working and enthusiastic – outgoing, confident and keen to contribute to a productive team 
environment at a very fast and demanding pace. 

• Skilled problem solver – finding the way to get things done and always looking for ways to improve. 

• Reliable – with an ability to adapt to constantly developing circumstances and challenges and able to 
prioritise effectively. 

• Strategic thinker- Capable of identifying and developing ambitious relationships  

• Committed to equality and diversity  

• Keen attention to detail and accuracy- particularly when producing reports and providing statistical data 
 

 
 

Diversity Changes Everything: We value difference and celebrate the creativity that it brings.  
We are committed to improving diversity and inclusion across our organisation and industry by championing a variety 

of backgrounds, perspectives, identities and talents. 
 


