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Job purpose 

To work with our 151 ‘top tier’ local authority partners in England delivering BookTrust’s offer of 
books and resources and support for practitioners.  To manage the flow of information between 
the Relationships Management team and our external partners as well as the flow of information 
between teams within BookTrust. To work to support new strategy developments and 
programmes. 

 
To provide leadership on aspects of key projects within the Relationships Management team, 
coordinating data, managing deadlines, liaising with other BookTrust stakeholders to ensure 
requirements can be met and supporting the Senior Local Partnerships Manager on a regular 
basis to meet team objectives. To work proactively across BookTrust teams and whilst situated 
in the Relationships Management Team for England, with the expectation of close working with 
the Northern Ireland and Wales teams in addition. 
This is a cross-cutting role, partially based at our London HQ, and sitting within our regionally-
based team of BookTrust Relationship Managers for England. Developing, implementing and 
supporting change to systems and processes will be key in the success of this role in the future, 
the role in itself is expected to change and evolve over time. The ability to work independently 
on developments and across other aspects of the role is key. 

 
This post holder will report to: Senior Local Partnerships Manager – England. 

This post holder will manage: No direct reports. Management of key team functions. 

 

Key responsibilities 

 

1. Working with the Relationships Management Team, Operations Team and colleagues 
from across BookTrust to ensure all parts of the organisation provide responsive, effective, 
first-class business support to BookTrust local authority partners. 

Job Description 

Business Support Manager 
 

BookTrust 

BookTrust is the UK’s largest reading charity. Each year we reach c. 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 in itself. 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. 
 



 

2 

 

• Plan, manage and report on the communication and flow of information of local 

authority resource allocations for all BookTrust’s work in England, communicating and 

coordinating with Wales and NI teams on a regular basis. 

• Work with local authority partners and BookTrust Relationship Managers to minimise 

the incidence of cancellations and delays of BookTrust resources and communicate 

the impact of such incidents to all relevant partners. 

• Work with teams across BookTrust to plan, design and manage regular 

communication with local authority partners, including mass mail-outs, surveys and 

questionnaires as well as working closely with the BookTrust Communications Team 

on all aspects of information flow with partners. 

• Develop communication materials and plans to explain changes in processes and 

content to local partners, support the use of the Digital Asset Management system 

alongside BookTrust relationship Managers. 

• Moderate and manage the BookTrust Local Authority Network on Knowledge Hub, 

responding to and facilitating membership requests, generating and steering 

discussions, sourcing and managing blogs, developing new content etc. 

• Oversee the development and delivery of the local authority annual reports process. 

• Support and develop delivery of monthly management information on team activities. 

• Support and co-ordinate team meetings, actions, risk logs and project updates. 

 
2. Predominantly working with our Relationships Management, Operations, Design and 

Research teams to develop and implement strategies, systems, communications 
approaches and processes that support the smooth and effective operational delivery of 
BookTrust programmes with local authority partners – connecting all elements of the local 
delivery of the BookTrust offer, both internally and externally. 

• Support BookTrust coordinators to use the partnership agreement support tools 

effectively.  

• Lead the work across BookTrust to streamline communication pathways with local 

authority partners, ensuring that local authorities are regularly and effectively kept in 

contact with the plans and priorities of the organisation. 

• Develop and roll out tools that support the smooth and effective operational delivery of 

BookTrust programmes. 

• Work with Coordinators to make sure that orders go to the right addresses, in the right 

quantities and at the right time. 

• Coordinate the internal work of the Relationships Management team by maintaining 

the team’s Actions and Risk Log and building process maps and support the Senior 

Local Partnerships Manager with coordinating team’s activities and projects. 

• Coordinate, support and drive team meetings. 

3. Leading on the management of data, collating and interpreting data, intelligence and 
information from local authority partners, the Relationships Management, Research and 
Impact Team and Operations Teams, and ensuring that data informs more effective 
programme and operational development, strategy and delivery. Sharing best practice 
amongst local authority partners. 

• Coordinate the regular assessment of local authority performance and the resultant 

changes to the ranking tool, allocations and deliveries. 

• Manage, update and continue to develop the local authority data dashboard. 

• Manage, maintain and develop the relationship management element of the monthly 

data dashboard 

• Ensure BookTrust maintains an accurate database/record of other local settings e.g. 

children’s settings and working with the research team to ensure ease of access to a 



 

3 

 

variety of data. Work with BookTrust Relationship Managers and partners to increase 

the quality of information on use of resources. 

• Ensure BookTrust maintains up-to-date key contact and delivery details for all local 

authority partners.  

• Ensure the timely and accurate delivery of the annual stocktakes. Work with local 

authority partners to help them keep accurate and up to date information about levels 

of stock delivery and reach. 
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PERSON SPECIFICATION 
 
A confident, experienced manager with excellent communication skills, someone that gets job 
satisfaction from problem-solving and improving systems and processes. A strong leader and 
supportive team member, you will be persuasive, determined, and exceedingly well organised, 
with first class attention to detail.  Working collaboratively in line with organisational behaviours 
and confident in leading projects and motivating team members to deliver results. You will be able 
to write clearly and accurately as well as work with, analyse and communicate through data.  
Stimulated by working as part of the varied and diverse team at BookTrust. Strong evidence of 
business support skills and motivated by contributing to the work that BookTrust does. 

 

CRITERIA E or D 

Knowledge 

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

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 

a. Experience of Business Support 
b. Experience of operational or logistical systems, processes and approaches 
c. Experience of managing significant amounts of data, across multiple 

workstreams 
d. Experience of using CRM systems and Excel 
e. Experience of improving customer-facing services, systems and approaches 
f. Experience of managing upwards and reconciling competing demands 

effectively but constructively 
g. Experience of creating positive, effective working relationships 
h. Experience of managing and reporting to a range of different stakeholders 
i. Experience of responding to changing demands and dealing with ambiguity 
j. Experience in managing significant amounts of data across multiple 

workstreams 
 

 
E 
E 
E 
E 
D 
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. Organisation and attention to detail 
b. Data and information management 
c. Relationship management, persuasion and influencing. 
d. Communications skills including through data 
e. Short and long term work planning 
f. Leading and implementing change 
g. Problem Solving 
h. Analysis and critical thinking 
i. Ability to see the big picture 

 

E 
E 
E 
E 
E 
D 
E 
E 
E 

Qualifications 

a. A recognised Project Management qualification Prince2 or similar D 

b. A relevant degree D 

  
  

 E = essential criteria D = desirable criteria 



 

5 

 

Terms and Conditions 

• Starting Salary: £36,500 – 40,000 

• 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 
 
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. 
 
 

 

mailto:HR@booktrust.org.uk

