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The Poetry Society  
Education Manager 
 
A full-time, permanent position in central London. 
 
The Poetry Society is the UK’s leading poetry organisation, with programmes that reach more 
than 3 million people annually. We want every young person in the UK to have the 
opportunity to be inspired by a truly diverse range of poetry; to work with writers; to encounter 
new poets, new work and ideas, to develop their own taste and passions, and to express 
themselves through their own creative work. 
 
We are seeking a full-time Education Manager to lead our Education team in taking this vision 
forward. We want you to be the strategic lead on our work with children and young people, 
schools, teachers and universities and to ensure that our projects are delivered to an excellent 
standard. Based in Covent Garden, you will be working with an experienced and committed 
team developing new programmes, and delivering existing ambitious national projects such as 
the Foyle Young Poets of the Year Award, Young Poets Network, and the Slambassadors 
spoken word programme working with a range of high profile cultural partners. 
 
You will have at least 4 years’ experience of managing major participation and learning 
projects within the arts; have a proven track record raising funds and writing evaluative 
project reports; and enjoy working to deadlines in an energetic creative environment. The role 
will require excellent writing skills; confidence organising live events, working with arts 
practitioners and developing digital projects; a demonstrable enthusiasm for literature, poetry 
and spoken word and experience working with young people.  You’ll need experience 
managing budgets; an interest in educational and cultural policy; the ability to manage a 
team; and the skills and vision to design and deliver inspiring work that meets the strategic 
needs of the organisation and the wider education and poetry sectors. 
 
The Poetry Society is an Arts Council National Portfolio Organisation. 
 

Job Title:  Education Manager 
Reports to:  The Director 

Staff managed: The Education team. The current team includes two f/t posts: Education 
   Officer and Education Co-ordinator. The Education Manager is also  
   responsible for coordinating freelance project managers, and a team of 
   freelance workshop leaders. 

Location:  London office 
Hours:   Full time with some out of hours and off-site working as required 
Post Objective:  To ensure that The Poetry Society is delivering an excellent and innovative 
   Education programme which meets the needs of the organisation and its 
   funders, young people, and the poetry sector. To manage the Education 
   team, working with them to deliver and evaluate existing projects, and 
   develop high quality future activities. Implement a successful fund-raising 
   strategy to resource and develop education projects. 
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Main Duties:  

 Work with the Director and other departments to ensure the education programme 
develops strategically to meet the wider aims of the Society, young people, the education 
sector and partners. 

 Work with the Education team to implement a cohesive national education programme, 
maintaining our reputation for delivering world-class projects. Ensure that our projects 
link young poets, schools and diverse communities; nurture talent; and provide support 
and inspiration, encouraging deeper engagement with poetry. 

 Develop and submit funding proposals and report on activities; build and maintain 
relationships with funders, ensuring that the programme develops sustainably. Plan and 
manage project budgets. 

 Develop and run quantitative and qualitative evaluation programmes, and analyse the 
resulting data for planning and reporting purposes. 

 Make full use of our – and your – contacts within the fields of arts, literature and 
education, to develop new partnerships. 

 Act as a spokesperson for The Poetry Society’s education work at conferences on steering 
groups, and through written articles; promoting the Society’s work through effective 
advocacy at individual, local and governmental level. 

 Occasionally present papers to The Poetry Society’s Board of Trustees. 
 Organise live events, competitions workshops and CPD, attending as required. 
 Liaise with poets, artists, venues, schools, groups, young people, adult learners, 

universities, freelancers, consultants, Poetry Society members, partners & funders. 
 Oversee education web content; participating in the writing, commissioning and up-

loading of digital material; and generating education e-bulletins. 
 Work with the Marketing and Publishing Departments in the formulation and 

implementation of an effective education marketing strategy; and the creation of printed 
and online resources. 

 Manage the education team, ensuring projects are delivered on time and on budget; and 
setting and meeting targets in developing education income through membership, 
consultancy services (eg poets in schools) and resource sales. 

 Ensure the organisation’s education work meets agreed targets, eg reaching diverse 
audiences; working with schools with above average FSM; other KPIs agreed with funders 
and partners. 

 Safeguarding lead for the organisation. 

Essential knowledge, skills, experience: 

 Minimum of 4 years relevant experience in project management within arts education 
 Experience researching and writing successful funding bids and evaluation reports; and 

building funder relationships 
 Experience of managing budgets 
 Effective communicator:  written, phone, face to face, and in public 
 Experience of working with digital content 
 First-hand experience working with diverse communities and young people 
 Proven administrator with excellent organisational and planning skills 
 Good knowledge of Microsoft Office (Excel, Word, Outlook) 
 Excellent writing skills and attention to detail 
 Communicable enthusiasm for literature 
 Commitment to equal opportunities 
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Desirable knowledge, skills and experience: 

 Experience of managing a team 
 Demonstrable interest in education and arts policy. Some knowledge of the National 

Curriculum and current teacher training practices. 
 Demonstrable knowledge of contemporary poetry/spoken word 
 Experience working with partner organisations in relevant sectors 
 Experience of commissioning and working with freelancers 
 Experience of gathering and interpreting data, and conducting research 
 Experience of working with/managing live events and partnership projects 

Person specification: 

 Able to work effectively within a team, motivating and supporting others 
 Quick-thinking, with ability to problem-solve effectively 
 Able to work energetically, and flexibly, with the proven tenacity to deliver projects 
 Able to think entrepreneurially and develop innovative ideas 
 Highly motivated and able to work with multiple deadlines in a busy office 
 Confident and effective communicator in writing and in person 
 Passionate about the role of arts education 

General 

Salary range: £27.5K-£32K depending on experience + pension contributions 

Probationary period: 6 months 

Hours: 5 days p.w. Normal office hours are 10am – 6pm Monday to Friday. Some evening and 
weekend work will be required 

Holiday entitlement: Holiday entitlement is 20 days p.a. in the first year plus statutory public 
holidays. 

Other benefits: Pension contributions after 3 months. Subsidised lunches available to staff at our 
Café. 

Location: The post is based in London. 

How to apply 

Applications should include: 

 A comprehensive CV giving details of relevant achievements. Please indicate the best way 
to contact you during the day. All communication will be made discreetly. 

 A covering letter that summarises your interest in this post; please include this as a 
separate document, and not in the body of the email. IMPORTANT: Please provide 
evidence of your ability to match the required skills, experience and knowledge criteria 
outlined above. 

 A completed Equal Opportunities Monitoring Form (download using this link). 
 Details of your current salary and notice period, if applicable. 
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Applications should be sent: 

 by email to sdodd@poetrysociety.org.uk, OR 
 by post to Sam Dodd, Executive Assistant, The Poetry Society, 22 Betterton St, London 

WC2H 9BX 

Closing Date: 5pm, Thursday 23rd August 2018 

Interviews: We anticipate holding interviews on the 5th or 6th of September 2018 

Thank you for your interest. We look forward to receiving your application. 

The Poetry Society is an equal opportunities employer. We welcome applicants regardless of 
race, nationality or ethnic origin, religion or religious belief, sex or marital status, sexual 
orientation, disability or age. 

 


