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They may be surprised that we are a charity working in partnership with 

a clinical team that delivers primary care to over 50,000 patients every  

year. Or that we have incubated 73 social businesses, with a combined 

turnover in excess of £5 million, creating almost 400 jobs in the process. 

 

People are often surprised we have our own in-house research team and a knowledge share project that has 

welcomed 2,000 visitors from 27 different countries in the last 12 months. And not everyone expects us to have a 

staff team that hails from 30 countries and speaks over 20 different languages and dialects. And then there is the 

inspirational three acre therapeutic gardens, with a beautiful Mediterranean courtyard that smells of jasmine and 

lavender. 

 

We have spent many years creating a really positive, creative and inclusive working environment and my colleagues 

will testify to the fact that the Centre has a very special culture. This is borne out by the fact we are part of the 

Sunday Times Best Companies programme and have made it into the Top 100 Not-for-Profits to Work For in the UK 

for the past four years. 

 

 

 

 

Rob Trimble 

Chief Executive & Team Leader 

 

 
 

People often find the Bromley by  

Bow Centre surprising 

Perhaps they don’t expect a charity with 150 staff delivering over 

40 separate projects in 30 venues across East London. Nor a 

charity that provides essential services to over 2,500 people 

every month. 



 

The Bromley by Bow Centre is a vibrant community centre in the heart of 

Tower Hamlets. The Centre is a charity with a national and international 

reputation for its innovative work in inspiring and empowering the people from 

the local community, using a unique model of integration. It supports over 

2,000 people each month.  

 

The Bromley by Bow Centre provides a range of advice services under three 

broad themes of social welfare advice, financial capability and energy advice: 

  

Social Welfare Advice  

The Centre’s social welfare advice service provides support with debt, housing 

and welfare benefits advice both at the Centre and in local venues including 

Children’s Centres, GP Practices, Housing Providers and Community Centres. 

Advice is delivered through a range of statutory contracts including the Local 

Community Fund, Tower Hamlets Health and Advice Links, Information Advice 

and Advocacy (Local Links) as well as local housing providers to support 

tenants to avoid rent arrears and eviction and sustain their tendencies. The 

service currently delivers support to private tenants funded by Charitable 

Foundations.  

 

The Centre works in partnership with other organisations and advice services 

locally to provide tailored and accessible advice services and support specific 

members of our community such as those with disabilities and long term 

conditions.  

  

Financial Capability   

Our Financial Capability service provides one-to-one money management 

support to enable people to find the best way to take control of their finances.   

 

 

 

 

 

Why is this job so important? 

The Bromley by Bow Centre has big ambitions 



 

This includes managing their money in a way that works for them, making it go 

further and enabling them to avoid debt and plan for the future. We also offer 

workshops for community groups and volunteering opportunities focused on 

building community level financial resilience.  

 

Energy Advice  

The Centre’s energy advice service provides debt and fuel advice aimed at 

reducing and managing utility debt, maximising income, reducing fuel poverty 

and improving energy efficiency. Our Energy Advice service works closely with 

the Bromley by Bow Health Partnership to integrate advice within health 

settings.  

 

About the role 

The Advice Programme Manager will have full management responsibility for 

developing, planning, implementing and managing the Advice Service with a 

budget of approximately £700,000. They will have responsibility for ensuring 

that the service meets its financial, delivery and quality targets and outcomes. 

The Programme Manager will manage a staff team of seventeen. They will be 

expected to develop and grow the service in line with the Bromley by Bow 

Centre’s strategy, mission and vision. 

  

The role is a significant one in supporting the Centre’s growth and developing 

our advice provision. Joining a service delivery management team, you will 

bring your skills and expertise ensuring the service is responsive to the 

changing needs of local residents and funders, increasing demand on the 

service, and reflects a culture of innovation and creativity. 

 

 

 

Why is this job so important? 

The Bromley by Bow Centre has big ambitions 



 

The Bromley by Bow Centre is a charity based in East London, located at: St 

Leonards Street, London, E3 3BT (close to Bromley by Bow underground 

station – District Line and Hammersmith & City line)  

 

Job title:      Advice Programme Manager      

  

Salary :      Band 7 – Pro rata £37,500-£42,000 per annum  

 

Contract:      Permanent  

 

Hours:       21 hours per week, occasional evening and weekend work 

 

Line reporting: Director of Communities, Health and Wellbeing 

 

Responsibility: Direct line management responsibility for three Project   

       Managers and other team members as required. Overall  

       responsibility for a team of 17 staff and network of volunteers 

 

Location:      Bromley by Bow Centre and off site venues 

 

Holidays:          Pro rata  27 days plus 3 days for Christmas plus bank 

holidays and a day off on your birthday 

 

Pension contribution details available on request 

 

To apply for the role please send an application form and equal opportunity 

form to Ather Khan at hr@bbbc.org.uk by 5pm on Thursday 14th November 

2019. Interviews will be held on Wednesday 20th November 2019.  

 

These forms can be downloaded from the Bromley by Bow Centre website: 

https://www.bbbc.org.uk/work-with-us/ 

 

 

Job Summary 

mailto:hr@bbbc.org.uk


Key responsibilities 
The role of the Advice Programme Manager is wide-ranging and includes the following:  

 

Programme management and oversight 

• Ensure that all services are delivered to time and budget and deadlines are met in a timely and efficient manner 

• Maintain overall programme plan and report internally on project outcomes and budget. Initiate remedial action 

where necessary 

• Manage contracts and funder relationships as necessary for the Advice Service 

• Risk mitigation and problem resolution 

• Ensure that income and expenditure targets are adhered to and agreed contribution is achieved 

• Allocate programme resources and ensure projects are delivered and managed according to the Centre’s project 

planning and management processes 

• Ensure reports to funders and donors are submitted on time and in the agreed format 

• Produce annual strategic and operational plans for the delivery of the Advice Service and its projects 

• Ensure that the service is responsive to the changing needs of clients and funders and reflects a culture of 

innovation  

 

Team management  

• Line manage, coach, support and mentor managers, staff and volunteers to ensure a motivated and high 

performing team 

• Establish performance targets for all direct reports and manage performance accordingly 

• Ensure regular meetings and appraisal and performance reviews are carried out in accordance with Centre 

policies and procedures 

 

Advice Programme Manager 

Job Description 



 

 

Quality assurance and service development  

• Develop and maintain quality assurance and improvement systems that monitor standards and support high 

quality delivery, for example the Advice Quality Standard (AQS) and Financial Conduct Authority (FCA) 

• Integrate approaches to service delivery by working closely with other programmes to share sector knowledge and 

improve performance  

• Maintain systems that meet all legal and regulatory compliance requirements 

• Implement impact measurement tools, ensuring all views and feedback from service users are recorded and used 

for the design and improvement of service delivery 

• In collaboration with the Director of Communities, Health and Wellbeing and the Development Team, negotiate 

and submit bids and proposals for funding to statutory bodies, corporates, trusts and other funders 

• Monitor and evaluate the effectiveness of the Advice Service and its projects against the achievement of its 

contractual targets, combined with quality assurance reviews 

 

Stakeholder management and communication  

• Develop and maintain effective relationships with existing stakeholders and partners and develop new ones 

relevant to the specific programme area  

• Manage stakeholder relationships with partners as appropriate, for example, attending steering groups and forum 

meetings  

• Update and produce promotional material as appropriate 

• Positively promote the Bromley by Bow Centre and all its activities 

 

Advice Programme Manager 

Job Description 



 

 

Additional responsibilities  

• Support the Bromley by Bow Centre’s vision, mission, strategic objectives and values  

• Adhere to Centre policies and procedures at all times  

• Actively contribute to team meetings, away days and development of the programme and organisation  

• Produce own correspondence and perform administrative tasks  

• Undertake any other additional tasks as reasonably deemed appropriate by the Director of Communities, Health 

and Wellbeing 

 

Advice Programme Manager 

Job Description 



Essential Skills and Experience  

• A minimum 5 years programme and/or project management experience  

• NVQ Level 4 Information, Advice and Guidance or extensive working knowledge of the Advice sector, 

particularly in an environment of innovation and change 

• A track record of implementing and managing the delivery of contracts and delivering customer 

service to a high level  

• Experience and proven track record of contract management 

• Experience of managing and motivating a staff team  

• Experience of initiating and managing change 

• Excellent communication, interpersonal, written and presentation skills 

• Experience of working across multi-disciplinary teams 

• Excellent time management skills and the ability to meet deadlines and achieve targets 

• Financial management experience, including budgeting and monitoring of income and expenditure  

• Experience of collating, producing and analysing management information  

• Experience of writing concise and informative reports both internally and externally  

• Proficient in MS Office packages i.e., Outlook, Word, Excel and PowerPoint  

 

Desirable skills and knowledge  

• An understanding of East London and its communities 

• A degree level education at UK standards or equivalent 

 

Advice Programme Manager 
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Competencies  

Competencies are applied to all posts at all levels, to a greater degree with the more responsibility a post 

possesses.  The competencies which applicants will need to demonstrate are: 

 

Committed to people 

• Celebrate the everyday and unique talent of people 

• Warm and welcoming communication style that shows sincerity and friendliness 

• Strong commitment to customer service with the ability to work with people in a sensitive manner  

 

Inclusive approaches 

• Work across teams, projects and programmes to ensure the range of services is always on offer to the individual 

and/ or family  

• Belief that everyone should have a chance and be given opportunities  

• Responsible for maintaining the integrated approach of the Centre and of the wider community  

 

Creative and innovative  

• Able to approach a situation with creative thinking, including problem solving  

• An appreciation of how important spaces, places and environment are to a person’s wellbeing 

• Able to try new things and take on new challenges 

• Understand how to identify opportunities and how these assist with the vision of the Centre  

 

 

Advice Programme Manager 

Core Competencies 



Learning and Developing 

• Show commitment to continuously updating and improving your knowledge 

• Willingness to share your experience, expertise, skills and knowledge with others 

 

The candidate will be expected to demonstrate and/or substantiate all the essential elements of the person 

specification. 

 

The Bromley by Bow Centre is an equal opportunities employer and welcomes applications from all sections of the 

community.   

Advice Programme Manager 

Core Competencies 



Bromley by Bow in a nutshell  

Founded in 1984, the Bromley by Bow Centre is a 

pioneering registered charity located in Tower 

Hamlets. We support families, young people and 

adults of all ages to learn new skills, improve their 

health and wellbeing, find employment and 

develop the confidence to achieve their goals and 

transform their lives. Full details about the range 

of Centre services can be found on our website: 

www.bbbc.org.uk  

 

Our focus is to inspire and empower the most 

vulnerable people, those who are isolated, facing 

physical or mental ill health or are lacking 

confidence, skills or qualifications. We operate in 

an area with entrenched economic and social 

problems. This includes having one of the highest 

levels of child poverty in the UK, the highest acute 

mental health admission rate in London, the 

second lowest employment rate in London and in 

an area where 34% of residents do not have 

English as their first language (compared to 22% 

in London and 8% nationally). 

 

 

 

 

The Centre has an innovative and integrated 

approach and the model is based on empowering 

local people, fostering mutual support and creating 

a resilient community that can thrive at a time of 

huge economic pressure. Our focus is on long-term 

transformative impact on both individuals and the 

community as a whole, and we believe that it takes 

a steady commitment over many years to make 

lasting change. 

 

Our vision is of a community where everyone 

benefits from the opportunities the future holds and 

where no one is ignored, excluded or forgotten. In 

the same vein, our mission is to use our 

empowering social entrepreneurial model to create 

a cohesive, healthy, successful and vibrant 

community that becomes a beacon for others. 

 

The Centre has a three acre park and built the first 

Healthy Living Centre in the UK in 1997 and has 

gained a national and international recognition for 

its unique model. 

 

 

 



Inclusive Bromley by Bow 

The Bromley by Bow Centre is a very diverse organisation. We 

pride ourselves that our delivery and support teams comprise 

many backgrounds and cultures and represent over 30 different 

nationalities and between us we speak more than 20 different 

languages and dialects. It’s a real United Nations!  

  

We are committed to fostering an inclusive culture which 

promotes equality, values diversity and maintains a working, 

learning and social environment in which the rights and dignity 

of all its staff and service users are respected. The inherent 

strength of a vibrant, diverse and inclusive workforce help us to 

forge strong connections with all of our clients as well as 

ensuring we align our decisions to the local environment. We 

are very intolerant of intolerance. 



All applicants must be qualified to work in the UK. If an applicant has not been granted permanent status in the UK 

he/she must produce evidence of the necessary Home Office immigration status and permission to take employment. 

Prior knowledge of a disability enables us to reasonably adjust our interview arrangements as needed. The Centre is 

committed to safeguarding and all our appointments are dependent on a satisfactory Enhanced Level Disclosure & 

Barring Service (DBS) check.  

 

To apply, please complete an application form alongside our equal opportunity form 

and send to: Catherine Tollington at hr@bbbc.org.uk. 

These forms can be downloaded from our website: 

https;//www.bbbc.org.uk/work-with-us/ 

 

Application Information 

We welcome 

applications from 

everyone 

mailto:hr@bbbc.org.uk


“In the early 1980’s, a run-down church in a poor area of London opened a small cafe, right 

opposite the local school. They started listening to the single mums who would come in for a 

cup of tea after dropping their kids off - and things began to happen. It became the Bromley by 

Bow Centre. Over the years, its grown and developed and turned into the most innovative, 

forward-looking health and community centre I've ever seen. It delivers services in a totally 

holistic and revolutionary way because it has placed people and their lived experiences firmly 

at the centre of every single choice and decision they make.” 

Michael Sheen, Actor 

“I urge you to take your colleagues down to the Bromley by Bow Centre and let them 

see what has emerged from nothing. It is one of the most impressive displays of social 

entrepreneurship anywhere in Europe.”  

Lord Brian Mawhinney, House of Lords  

 

“Everything about the Bromley by Bow Centre's work is both revolutionary and common sense. 

Sadly it is still revolutionary to listen to our local communities, to work with them rather than for 

them; it is still revolutionary to bring public health and local culture together; it is still 

revolutionary to trust local people to lead by and for themselves. It is also plain common sense. 

Sit down and have a cup of tea, talk to people, listen to them - and act on what we 

hear, together. Their work is a beacon for all who care about social change.” 

Stella Duffy, Author 

 

 


