
 

Job Description 

Partnership Manager 
 
This post is homebased in the South of England with significant flexibility and extensive travel 
across the region and to other BookTrust offices.   

 

BookTrust 

BookTrust is the UK’s largest reading charity. Each year we reach 3.4 million children across the UK with books, 
resources and support. Our books and resources are delivered via health, library, schools and early years 
practitioners and are supported with guidance to encourage the development of a reading habit. Reading for 
pleasure has a dramatic impact on educational outcomes, wellbeing and social mobility and is also a huge 
pleasure. We are committed to starting children on their reading journey and supporting them throughout. 
 
This is a brilliant time to join BookTrust. We have a new strategy and a new approach to engaging with and 
understanding our beneficiaries.  We are ambitious about developing our offer to reach more children, 
particularly those who are disadvantaged. We want to work even more effectively through and alongside our 
local authority partners so we can increase our impact and develop new partnerships to deliver new elements 
of our strategy. 
 

Job purpose 
As a BookTrust Partnership Manager you will work flexibly across all 152 ‘top tier’ local authority areas in 
England to ensure and continually improve: 
  

a) The relationships with local stakeholders that underpin and allow our work. 
b) The delivery of BookTrust programmes; and  
c) The impact of those programmes in the communities we serve. 

This post holder will report to: Senior Partnerships Manager – The South of England. 

This post holder will manage: Possible line management of the regional community engagement 
coordinator. 

 

Key responsibilities 

• Manage, develop, and maintain relationships with a cohort of local authority partners within the 
region. 

• Support partners with best practice and connections to ensure they are able to maximise on 
BookTrust offers. 

• Support Partnerships team colleagues with their relationships as needed. 

• See and act on opportunities to maximise on the work of the organisation. 

• Provide information about pilots and programmes, working across BookTrust to ensure partner 
needs can be met in the most effective way. 

• Work on projects of learning for BookTrust. 

• Provide and support effective partner communications. 

• Promote the work and charitable aims of BookTrust. 

• Identify and build relationships across both the early years sector and beyond. 

• Anticipate and manage risk and mitigation in relation to BookTrust partnerships and delivery. 
 



 
 
PERSON SPECIFICATION 
 
A Positive and enthusiastic, credible ambassador with a demonstrable ability to develop and maintain 
relationships across a wide range of people and groups, including local authority officers, politicians, civil 
servants, Early Years, Health and Education providers and well as corporate and third sector partners and 
the public. 
An excellent team player who is able to work with minimal supervision in flexible way to achieve positive 
outcomes. 
A well organised individual who can work within sometimes challenging deadlines and with competing 
priorities. 
Someone who enjoys travel as part of their work and who is able to do so in an efficient and well-planned 
way, taking account of times when short notice changes may be required. 
An interest in the benefits of literacy and reading to child development, the value of books, stories and 
rhymes and the role of parents, carers and guardians in developing a love of reading.  
An ability to log, interpret and share data in an effective and engaging way. 
Interested in BookTrust’s charitable aims with a passion to make a difference for children and families. 
 
 
 
 
 

CRITERIA E or D 

Knowledge 

a. Knowledge of local government structures and ways of working. E 

b. Experience of working in a charity or an organisation with social or charitable aims. 
 
D 
 

c. Understanding of policy and data related to children and educational services.  
D 
 
 
 
 
 

d. Experience of working with and managing relationships with internal and external 
partners. 

e. Experience in working with or around children’s service or provision. 
 

 
E 
D 

Experience 

a. Experience of managing relationships and partnerships within a charity or public sector 
environment. 
 

b. Experience in participation or leading on projects with a beneficiary led approach. 
 
 

c. Experience of working with or around political appointees or local government. 
 

d. Experience of managing significant amounts of data, across multiple workstreams. 
 
 

e. Experience of managing upwards and reconciling competing demands effectively but 
constructively. 
 

f. Experience of managing and reporting to a range of different stakeholders. 
 

g.  
 
 
 

h.  
 

i.  
 

j.  
k. Experience of responding to changing demands and dealing with ambiguity. 
l. Experience in managing significant amounts of data across multiple workstreams. 
m. Experience in leading and participating in cross cutting project work. 

 

E 
 
 
E 
 
 
E 
 
 
E 
 
E 
 
 
E 

 

 

Skills and Attributes  



 
Skills 
 
 
 

a. Organisation and attention to detail; 
b. Data and information management; 
c. Relationship management and persuasion; 
d. Communication skills – including communication through data;  
e. Short and long-term work-planning; 
f. Leading and implementing change; 
g. Problem solving; 
h. Analysis and critical thinking.  
i. Insert text here 

 

a. Ability to build and manage relationships effectively with a range of different 
stakeholders. 

b. Negotiation and influencing. 
c. Organisation and attention to detail. 
d. Data and information management. 
e. Communications skills, presenting, in meetings and in writing. 
f. MS Office skills across Word, excel, Outlook, Powerpoint and MS Teams. 
g. Excellent time management and planning skills. 
h. Leading and implementing change. 
i. Problem Solving. 
j. Analysis and critical thinking. 
k. Ability to see the big picture. 
l. Ability to lead and contribute to meetings effectively. 
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Qualifications 

a. A recognised Project Management qualification Prince2 or similar. D 

  

  

  

*E = essential criteria D = desirable criteria 

Terms and Conditions 

• Starting Salary: £36,500 

• 28 days holiday, plus public holidays 

• Pension scheme – 7% employer contribution 

• 3 x salary life assurance 

• Employee Assistance Programme 

• Season Ticket Loan Scheme 

• Flexible working scheme 
 
 
Want to join us? Find out more about who we are at: https://www.booktrust.org.uk/about-us/work-at-
booktrust/  
 
To apply, you must submit your CV and attach a covering letter of no more 800 words outlining your 
suitability for the role. 
 
Our Commitment to Diversity and Inclusivity 
 
We aim to provide an inclusive recruitment process and actively welcome applications from diverse talent 
pools: BAME candidates, candidates with disabilities and long-term conditions and candidates from 
underrepresented communities. 
 
We are committed to equality of opportunity and want to ensure we have an accessible application 
process for all candidates. If you need any reasonable adjustments or would like us to do anything 
differently during the application process, please contact our HR team on HR@booktrust.org.uk or 020 
7801 8855/8856 to discuss your requirements further. 
 
BookTrust is committed to safeguarding and promoting the welfare of children. The recruitment and 
selection process reflect our commitment to safeguarding therefore, the suitability of all prospective 
employees will be assessed during the recruitment process in line with this commitment, and pre-
employment checks. 
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