
Recruitment Pack 

Creative Communities – Project 

Manager 

Full-time 

Salary: £28,500-£33,000 



Many thanks for your interest in working  

at the Bromley by Bow Centre 
  
 People are often surprised by the Bromley by Bow Centre. Perhaps they don’t expect a charity with 

135 staff delivering over 40 separate projects in 27 venues across East London. Nor an organisation 

that provides essential services to over 2,500 people every month. 

 

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

primary care to over 25,000 patients every year. Or that we have incubated 87 social businesses. 

 

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

that has welcomed 1,500 visitors from 14 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-style courtyard with laden fruit trees and which permeates with the smells of 

jasmine and lavender. 

 

We’ve spent many years creating a really positive, compassionate, creative and inclusive place here 

in East London and we can all testify to the fact that the Centre has a very special culture.  

 

We are a diverse team and really enjoy what we do and want to make a positive difference to 

peoples’ lives. I hope you might be the next person to join our team… and be surprised. 

 

 

 

 

Rob Trimble  

Chief Executive 
 
 



The Bromley by Bow Centre is a vibrant community charity in the heart of East London. 

It has a national and international reputation for its highly innovative approach which 

inspires and empowers local people to transform their lives. The Centre delivers an 

incredible range of projects based on a unique model that combines social 

entrepreneurship, the arts, learning, social support, horticulture and holistic and 

integrated health programmes.  

 

The charity supports families, young people and adults of all ages to learn new skills, 

improve their health and wellbeing, find employment and develop the confidence 

needed to achieve things they could never have dreamed of. 

 

We work with the most vulnerable people in our community, those who are isolated, 

facing physical or mental ill health or who are lacking confidence, skills or qualifications. 

The Centre operates in an area with deep-seated economic and social problems. This 

includes having one of the highest levels of child poverty in the UK, the worst acute 

mental health admission rate in London and the second lowest employment rate in the 

capital. 

 

The Centre was founded 35 years ago and our vision is of a community where 

everyone benefits from the opportunities the future holds and where no one is ignored, 

excluded or forgotten.  

 

The charity’s mission is to use our empowering social entrepreneurial model to create a 

cohesive, healthy, successful and vibrant community that becomes a blueprint for 

others across the UK. 

 

Bromley by Bow Centre 

in a nutshell 



The role requires a passionate, enthusiastic and driven individual to engage people 

onto the Bromley by Bow Centre’s employment focused programmes. We are looking 

for a Project Manager with the desire to help people to engage with the Creative Sector 

to learn new skills, complete training and find employment both within the Creative 

Sector and wider. We are looking for someone who has the experience of working with 

all ages and has the skills to build new networks within the Creative Sector.  

 

In this role you will be responsible for the overall management, coordination, planning, 

implementation and delivery of the Creative Sector employment focused programme. 

Using a client focused model you will also work in accordance to set targets to place 

clients into sustainable employment, providing quality careers, information advice and 

guidance. The post holder will demonstrate experience of delivering successful 

approaches to the co-design and development of employability working with and 

alongside employment advisors, participants and the Employment and Community 

Learning Programme Manager. 

We are recruiting a Creative 

Communities Project Manager  

If this is starting 
to sound like you 

then read on! 

. 

 



 

• To successfully deliver to the project specification of the Local Community Fund (Theme 4 - 

Scheme C: Support focused on increasing access to art and cultural industries) 

 

•  To use the principles of Co-production to plan, implement and deliver a creative employability 

programme under the guidance of the Programme Manager 

 

•  To effectively outreach, engage and recruit clients as well as maintain a network of 

relationships with interested stakeholders and referring agencies in order to ensure they are 

delivered within time frames and KPI’s 

 

•  To engage with a minimum of 180 people by August 2022 from under-represented 

communities to increase their participation and readiness for employment in the creative 

sector.  

 

•  Ensure KPI targets are met by having a recruitment plan and registering local residents onto 

the creative courses periodically throughout the year. This includes initial assessments and 

enrolment and ensuring that learners are able to fulfil their Guided Learning Hours (GLH) 

within the timeframe.  

 

•  Work with the Community Learning Programme Manager to maintain effective relationships 

with appropriate stakeholders and develop links with individual organisations and networks of 

organisations including creative industries,  employers, statutory and awarding bodies, 

borough based networks and sector skills councils  

 

•  Attend local and borough meetings and networks with other training and employment 

providers and use these action learning sets to reflect and cascade to the project delivery 

 

   

   

Creative Communities Project 

Manager 

The key tasks you’ll undertake 



 

• Develop a robust evaluation process that monitors the outcomes of the project. Evaluation 

needs to measure the client’s journey on the creative communities’ project. This includes 

multiple surveys such as client feedback survey, end of programme survey; 3-6 months follow 

up surveys and any other qualitative and quantitative methods that are deemed feasible for the 

project. 

 

• To ensure systems are maintained and that accurate records relating to individuals are kept in 

relation to all relevant documentation and administration procedures including monitoring the 

course checkers, including the tracking of the progression and post course destination of 

learners for forward planning  

 

• Collect and manage relevant data and information essential to the monitoring requirements for 

the funder and Centre’s quality assurance and information systems, by keeping records of and 

monitor and track clients progress  

 

• Lead, develop and plan a flexible community-based programme of engagement, needs 

assessment, practical group work and 1:1s, combining personal and core skills development, 

with individual support. 

 

• To achieve the contract compliance paperwork in accordance to timelines and monitoring 

requirements 

 

• To create engaging creative courses that meets the needs of the clients to support their career 

progression into the art and cultural industries 

 

•  To ensure clients from the creative communities programme secure sustainable paid 

employment within 3 months of leaving the programme 

 

   

Creative Communities Project 

Manager 

The key tasks you’ll undertake 



 

• To ensure clients from the creative communities programme secure sustainable paid 

employment within 3 months of leaving the programme 

 

• To ensure clients from the creative communities programme progress into further learning or 

training 

 

• To ensure clients from the creative communities programme secure sector specific arts training 

within 3 months of leaving the programme 

 

• To ensure clients from the creative communities programme secure an arts related work 

placement within 3 months of leaving the programme.  

 

• To assess the needs of clients, adjusting delivery according including support for clients with 

additional learning needs.   

 

• To enable clients to understand the local labour market and have access to local job vacancies 

and training provisions.  

 

• To ensure the careers support covers all aspects of employability, including application forms, 

interview skills and job search techniques. 

 

• To be responsible for keeping up to date and accurate records on all clients, including a good 

quality skills action plan, CV, Skills Analysis and SMART Goals  

 

• To discuss any barriers to employment in a confidential, sensitive and proactive way, assisting 

in trouble shooting identified issues; such as disability, health, financial and social  

Creative Communities Project 

Manager 

The key tasks you’ll undertake 



• To contribute to the overall team performance, paying attention to set targets and managing 

performance accordingly  

 

• To expertly manage a client caseload and support the client journey in line with operational 

procedures  

 

• To attend team meetings, training courses and undertake any other reasonable duties as 

requested by the Programme Manager 

 

• Attend one-to-one meetings and annual performance appraisal meetings with your line 

manager 

 

• To keep up to date with changes in legislation, paying particular focus to employment law and 

welfare benefits 

 

•  To continuously review project delivery to ensure it meets the needs of the clients using client 

feedback analysis ensuring a full range of opportunities and support are made available to 

clients 

 

•  Responsible for organising both accredited and non-accredited training for clients  

 

•  Keeping up to date with changes within contract compliance (paperwork updating / process 

changes / Attending partnership meetings where necessary / attending training – internal / 

external/ partnership training ) 

 

•  External and Internal Reporting: ensure that reports are submitted to the funder in the agreed 

format and timetable,  monitor and evaluating the effectiveness of the project, achieve contract 

and project targets and outcomes 

 

   

Creative Communities Project 

Manager 

The key tasks you’ll undertake 



 

• To forecast and report any material variation from project KPIs and budget and identify 

mitigating actions, working with the Centre financial reporting timetable and in liaison with the 

Programme Manager, to ensure the monthly/quarterly management accounts and forecasts are 

accurate. 

 

• Undertake any other relevant task as deemed appropriate by the Programme Manager and 

Director of Employment and Skills 

 

• To support the Bromley by Bow Centre’s mission and values  

Creative Communities Project 

Manager 

The key tasks you’ll undertake 



• To hold a Level 4 Information, Advice & Guidance qualification Level 3 PTLLS or 

Assessor qualification (desirable) 

 

• Project management experience: attention to detail, monitoring and compliance 

 

• Understanding of the creative industries or ability to engage with the creative 

industries 

 

•  A minimum of 2 year’s experience of working in an employment and training 

environment 

 

• Experience of excellent partner and stakeholder relationships and collaborative 

working 

 

• Motivational team leadership skills with the knowledge of how to motivate and 

support clients through employability training  

 

•  elf-motivated, well-organised, able to prioritise and plan his/her own workload as well 

as that of the project and team 

 

• Ability to work under pressure and to tight deadline 

 

•  Ability to multitask and remain flexible against project demands 

 

Creative Communities Project 

Manager 

The skills and experience we need 

Still interested? 



 

• Experience of managing a budget, including monitoring and adhering to financial 

procedures 

 

•  Excellent communication, interpersonal, written and presentation skills, including 

communicating with a variety of audiences and experience of writing concise and 

informative reports both internally and to funders 

 

• Target driven with proven record of achieving KPI’s and meeting set deadline 

 

•  Proven experience of supporting people into sustained employment  (13 and 26 

weeks) 

 

•  Experience of supporting people from complex backgrounds, for example mental 

health, isolation etc. 

 

•  Ability to understand clients barriers to employment  

 

•  Good understanding on the local labour market landscape 

 

•  Excellent interpersonal, communication and presentation skills  

 

•  Positive ‘can do’ work attitude and ability to work on own initiative 

 

•  Excellent IT skills, proficient in key MS Office and the ability to use database and 

management information systems 

Creative Communities Project 

Manager 

The skills and experience we need 

Still interested? 



 

The role is based at the Bromley by Bow Centre 

 

Located at: St Leonards Street, London, E3 3BT 

Just 100 metres from Bromley-by-Bow underground station (District Line and 

Hammersmith & City Line) 

Job title  Creative Communities Project Manager 

Salary  £28,500-£33,000 per annum 

Contract  to 31st March 2023 

Hours  35 hours a week 

Reporting to Community Learning Programme Manager 

Holiday  27 days plus 3 days Christmas Closure plus 8 bank holidays  

Little extra  We don‘t expect you to work on your birthday!  

Pension  Contribution made by the Centre – details on request 

Probation  3 months 

Website  www.bbbc.org.uk 

Twitter  @bromley_by_bow 

   @rob_trimble 

Instagram  bromley_by_bow_centre 

Closing date        mid-day 9th December  

Interview date      the week commencing 9th December 

 

 

Creative Communities Project 

Manager 

Job summary 

And here are a few 
more reasons why 
this might just be 

for you.... 



 

The Bromley by Bow Centre is a great place to work. 

 

We are a very diverse organisation and pride ourselves that our delivery and support teams 

comprise many backgrounds and cultures. In fact we 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 an environment in which the rights and dignity of all our staff and 

service users are respected. The inherent strength of a vibrant, diverse and inclusive 

workforce helps 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. 

Creative Communities Project 

Manager 

Join a great team and an amazing 

organisation 

Everything we do 

is underpinned by 

our Active Values 

 

 be compassionate 

 be a friend 

 have fun 

 assume it’s possible 

Our Employee Assistance Programme is 

part of our team wellbeing project. This 

service provides any member of staff with 

unlimited 1:1 telephone counselling (24 

hours a day, 365 days a year) and up to 6 

face-to-face sessions (per year) with a 

counsellor near where you live. And it’s all 

free to staff. In addition, we offer weekly staff 

yoga and mindfulness sessions, alongside 

hand massages! 



Creative Communities Project Manager 

Would you like to apply?  

 

Please complete the application form  

along with our equal opportunity form 

and send them to:  

 

Ather Khan, HR Manager: 

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 

“The philosophy and depth of 
practice that have been 
pioneered by the Bromley by 
Bow Centre is as far sighted as it 
is simple. In these times of 
divided nationhood, global 
uncertainty and isolated 
individualism their example, 
made manifest by everything 
they do, is a rare and invaluable 
compass. It has already informed 
and invigorated our own belief 
system and working practice 
here at the National Theatre and 
is a profound inspiration.” 
Rufus Norris 
Director, National Theatre 

And finally….some thoughts from our friends  


