
                               

   

 
Job description:  Growing Minds Project Manager 

 

Peeple – supporting parents and children to learn together 
 

Peeple is an independent charity which supports parents and children to learn together. Registered charity no. 1144975 in England & Wales and no. 
SCO44031 in Scotland, and company limited by guarantee in England & Wales no. 07514469. 
Peep Learning Ltd is the trading subsidiary  of ‘Peeple’.  Registered company no. 4089209. VAT reg. no. 768 4173 94.  
Registered address (both Peep Learning Ltd and Peeple): The Peeple Centre, Littlemore, Oxford OX4 6JZ 

Growing Minds 

Growing Minds is a ground-breaking initiative to address the disadvantage gap in education in 
Oxfordshire. It aims to improve school readiness in Littlemore and Berinsfield by providing a 
continuum of support for families from birth until their child is five. Growing Minds, initiated by the 
Oxfordshire Community Foundation, was designed to be preventative, collaborative, evidence-based 
and long-term. It was launched in January 2020 as an ambitious, seven-year project which families 
would come to trust as part of the fabric of their community, with their needs and voices at its heart. 
Now in its third year, the project is led by the partners who deliver it: Peeple, Home-Start Oxford and 
The Berin Centre.  

There are three key strands to the project: 

● Provision of the Dolly Parton Imagination Library - providing each child with a free book every 
month until they turn five. 

● Delivery of Peep Learning Together groups to share information and ideas with parents to support 
their child’s learning and development in their day-to-day life. 

● Personalised and responsive support provided by Home-Start Oxford and The Berin Centre 
through home visits, practical support, and signposting. 

 

The Project Manager will be employed by Peeple on behalf of the three project partners: 

Peeple is an early years charity based in Oxford which aims to help parents improve their children’s 
life chances, particularly in less affluent areas, by making the most of everyday learning opportunities 
at home and in the community. We do this by developing interventions which support parents as 
their children’s first educators, by training practitioners to work with families and by supporting the 
implementation of our programmes. We also deliver services directly to families in Oxfordshire. In 
addition, we contribute to research and policy development in early years education. 
 

Home-Start Oxford is an award-winning charity making a big impact for families in the local area. 
Trained volunteers and expert support staff help families with young children so they don’t have to 
face their toughest times alone.  The parents we support are often overwhelmed and isolated. We 
provide both 1:1 and group support, operating from bases in Oxford and Witney. We are an 
independent charity, and part of the wider Home-Start network – the largest volunteer-led family 
support movement in the UK.  
 

The Berin Centre is a well-established hub within the Berinsfield community, providing family and 
community services including child and family activities and support, a Community Larder, and 
hireable space for complementary services including counselling and sensory sessions for children 
with disabilities. 



Main purpose of the job  

As the Project Manager for Growing Minds, you will lead on fundraising for the future of the project 
and make a significant contribution to its strategic direction. You will also be responsible for the 
operational running of the project, overseeing delivery plans, ensuring smooth working and 
communication between partners, and reporting to funders.  

The job optionally includes an extra one or two days a week managing other Peeple projects in the 
Blackbird Leys/Greater Leys/ Littlemore/Rose Hill areas of Oxford where the Peep Learning Together 
Programme is delivered to local families by Peeple staff. 
, 

Reports to: Peeple Chief Executive Officer 
 

Manages: Peeple Project Co-ordinator; other staff as required 

 

Accountabilities 

• Ensure co-ordination of the Growing Minds partnership so that the delivery plans for project are 
implemented effectively and that families are offered all appropriate elements of the service. 

• Ensure timely and effective data collection from partners. 

• Produce reports for funders and the Peeple board including quantitative and qualitative data. 

• Ensure funding is in place to secure the sustainability of the project until March 2024. 

 

Key Performance Areas 

1. Project Co-ordination 

1.1 Schedule, chair and minute regular meetings between partners across the two project 
areas 

1.2 Maintain an overview of the objectives, delivery plans, funding strategy and workplan, and 
reporting obligations 

1.3 Draw up and negotiate Partnership Agreements with the project partners 

1.4 Work with project partners to ensure individual inputs meet the needs of the project and 
funders as a whole 

1.5 Manage the administration of Imagination Library 

 

2. Fundraising and donor stewardship 

2.1 Work with project partners to devise a funding strategy and workplan for the project. Be 
responsible for drafting and delivery of the plan, including scheduling of work by project 
partners 

2.2 Write funding bids, letters and campaign materials   

2.3 Coordinate a plan for donor care, including donor thanks and site visits      

 

3. Project finance 

3.1 Work with the Peeple Finance and HR Manager to prepare the annual project budget and 
lead discussion with partners over allocation of funds 

3.2 Report to partners on income and expenditure against budget including progress in raising 
funds 



3.3 Authorise project spending in line with the budget including disbursement of funds to 
project partners 

 

4. Communications 

4.1 Lead on work with partners to agree shared and local messaging for the project, including 
consistent publication through partner websites and social media 

4.2 Promote Growing Minds locally, nationally, and to policy makers 

4.3 Write and collate copy from partners to create quarterly donor and supporter 
communications 

 

5. Support for project implementation and learning 

5.1 Coordinate local practitioner meetings in each project area to support peer learning and 
development of the frontline support, including the involvement of (non-funded) 
community partners 

5.2 Support the Project Co-ordinator to strengthen relationships with referrers including 
registry service, midwives and health visitors 

5.3 Act as a critical friend to the partnership as needed 

 

6. Impact, data and reporting 

6.1 Develop and lead on the implementation of our evaluation strategy 

6.2 Work with partners to support them in the planning and delivery of bi-annual Learning Days 

6.3 Collate partners’ impact data 

6.4 Write impact reports for circulation to donors and funders 

6.5 Oversee the ongoing data collection across the project 

 

Main terms and conditions of employment 

1. Fixed term contract ending 31.7.23.  It is hoped that funds can be raised to extend this to 31.3.24 
or to make the position permanent 

2. Working hours: 22.5 hours per week which can be worked over 3, 4 or 5 days a week with an 
optional 14.5 hours to be worked on other Peeple projects (to make it a full time role if required) 

3. Location: Peeple Office in Littlemore, Oxford and/or work from home. Some travel around 
Oxfordshire will be necessary for face-to-face meetings. 

4. Probationary period: 6 months.  

5. 6 weeks annual leave plus bank holidays (statutory minimum only during probationary period). 

6. Salary according to experience and qualifications. From £30,753 to £33,961 p.a. pro rata (based 
on full time week of 37 hours). 

7. Discounted childcare rates for staff using the Little Peeple Nursery. 

8. Peeple’s chosen pension provider is ‘The People’s Pension’.  Auto-enrolment rules apply. Further 
details available on request. 

9. We will need to see original copies of relevant qualifications and proof of your eligibility to work 
in the UK. 

  



Person specification: Growing Minds Project Manager 
 

 Essential Desirable 

Experience 1. Project Management and collaborative 
working 

2. Writing promotional, marketing or 
fundraising materials 

3. Donor or customer support 

4. Data collection, analysis and preparing 
reports 

5. Working with young 
children and families in 
individual or group context 

6. Work experience in a 
relevant field (education, 
health, parenting support,  
social care) 

7. Writing fundraising 
applications 

Knowledge and 
Understanding 

8. Understanding of impact measurement 
and evaluation approaches 

9. Understanding safeguarding procedures  

10. Commitment to inclusive practice and 
equal opportunities 

11. Knowledge of early years 
and preventative, 
community-based support 
for children and families. 

12. Familiarity with the Peep 
Learning Together 
programme 

Skills and 
Personal 
Qualities 

13. Strong leadership and project 
management skills with the ability to 
inspire, motivate and support colleagues, 
partners and funders 

14. Excellent verbal and written 
communication skills 

15. Ability to work collaboratively with a 
range of project partners 

16. Analytical skills including ability to collate 
quantitative and qualitative data and to 
write reports and case studies 

17. Willingness to acknowledge problems 
but seek solutions  

18. Well organised and reliable 

19. High degree of initiative and flexibility 

20. Excellent IT skills including Word and 
Excel 

 

 

Qualifications 21. Relevant professional experience and/or 
professional qualification or degree.   

 

 


