
 
 

1 
 

Recruitment Pack 

Ufi Project & Partnerships Manager – 12 month fixed term contract 
(maternity cover) 

April 2026 
 

 
Overview of the Role .......................................................................................................................... 2 

Introducing Ufi VocTech Trust ............................................................................................................ 2 

About the role ..................................................................................................................................... 2 

What will I be doing? .......................................................................................................................... 3 

Job Description.................................................................................................................................... 3 

Person Specification ............................................................................................................................ 4 

Our organisational culture .................................................................................................................. 5 

Benefits ............................................................................................................................................... 5 

Legal right to work .............................................................................................................................. 6 

Supporting your application ............................................................................................................... 6 

ED&I Monitoring ................................................................................................................................. 6 

About Ufi ............................................................................................................................................. 6 

How to apply ....................................................................................................................................... 7 

 

 

 

 

 

  



 
 

2 
 

Overview of the Role 

Ufi Project & Partnerships Manager – 12 month fixed term contract (maternity cover) 

Reports to: Associate Director of Grants 

Location: Ufi is a virtual organisation. We expect applicants to have access to an appropriate UK 
based working environment (including adequate Wi-Fi) either from home or another suitable 
location. We consider all reasonable flexible working requests. 

Salary: £40,000 - £43,000 FTE per annum dependent on experience 

Application method: All applications should be submitted using the form available here. Further 
instructions will be sent to applicants invited to the next stage of the recruitment process. 

Closing date: Applications close at 5pm on Thursday 7th May. We plan to do online interviews w/c 
1st June. Start date will be asap depending on the successful candidate’s circumstances. 

 

Introducing Ufi VocTech Trust 

Ufi is a charity on a mission to unlock the full potential of technology to improve skills for work. We 
deliver grant funding, direct investment and strategic partnership to help develop new vocational 
technology, increase its adoption and catalyse systemic change to ensure adults across the UK have 
the skills they need to thrive in work. To date we have provided over £38m in grant funding and 
direct investment to more than 250 organisations across the UK. 

Our work is impact led, thoughtful and practical. We focus on what works, why it works, and how it 
can make a real difference to people’s lives. We believe in supporting practical solutions to clearly 
identified skills challenges or problems, where there are solid benefits for learners and employers. 

We are dynamic and flexible, committed to giving every organisation we fund the best chance of 
success. This means we work closely with all our projects, and we have built expertise to support 
this. 

Social impact is hardwired into how we work. We are committed to reducing inequality of 
opportunity in the workplace and breaking down barriers to adult learning. All of our resources are 
100% aligned to our mission. 

You can find out more about us at the end of this pack, or online at ufi.co.uk.   

 

About the role 

This is an exciting home-based role where your work can really have an impact and help transform 
lives. The role is crucial to Ufi’s ambition to help more people get the skills they need for work by 
making sure Ufi’s grant giving activities and partnerships are brilliantly supported.  

Working closely with the Associate Director of Grants you will become part of the engine of our 
grant funding activity.  You will be an integral part of a fast-paced team with a growing national 
profile and reputation for expertise and excellence in delivery. 

https://ufi.co.uk/who-we-are/work-with-us/project-and-partnerships-manager/
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We are looking for candidates with a real passion for working in an organisation that has a positive 
impact on people’s lives, with experience of building strong collaborative working relationships with 
partners at all levels, with excellent organisational and project management skills, and a good eye 
for detail and problem-solving.  

You'll also be able to work flexibly and effectively as part of a small team and develop productive 
working relationships with a wide range of stakeholders. 

Most importantly - you will be eager to learn and able to work in an agile team. 

Ufi VocTech Trust has a vibrant working environment, and we welcome diversity of thought and 
perspective to help create exciting and innovative projects, ventures investments and partnerships. 

 

What will I be doing? 

You will help deliver Ufi’s grant funding and partnership activity. With colleagues you will manage a 
diverse project and partnership portfolio, building and maintaining strong relationships with 
projects, partners, stakeholders, the Ufi grants team, and external consultants to foster 
collaboration and learning. You’ll also co-ordinate grant calls, and you will be working with 
colleagues across Ufi to support the development, administration, and delivery of partnership 
activity.  

This is a responsible, fast-paced role. We are looking for someone who thrives on variety and will 
become a rock-solid member of the Grants team. Creativity and enthusiasm supported by practical 
delivery skills are essential. 

 

Job Description 

Ufi Project & Partnerships Manager 

Role Purpose 

Working closely with the Associate Director of Grants, manage and help develop a portfolio of grant 
funding calls, projects and partnerships. The role holder will be the day to day point of contact for a 
range of Ufi grant funded projects and partnerships. The role will balance responsibilities including 
monitoring performance via regular reports and catch ups, providing support from within and 
beyond the Ufi team, supporting peer learning between Ufi funded projects and partnerships and 
seeking to ensure that lessons, PR opportunities and experience across Ufi grant programmes are 
maximised.  

Core responsibilities and accountabilities 
Run a portfolio of projects/partnerships 

• Manage a diverse project and partnership portfolio aligned with Ufi’s aims, including 
contracting, onboarding, and effective closure of projects. 

• Build and maintain strong relationships with projects, partners, stakeholders, the Ufi grants 
team, and external consultants to foster collaboration and learning. 
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• Support the Director of Strategic Engagement as necessary by following up on exploratory 
conversations with key stakeholders, assessing potential opportunities, and progressing 
them into actionable next steps where appropriate, and ensuring we maximise the potential 
impact of the strategic partnership programme as a whole. 

• Monitor and report on project and partnership performance, ensuring progress against 
milestones, accurate grant claims, and clear communication with senior management. 

• Maintain robust records and financial oversight, working closely with Finance to track 
budgets and claim forecasts. 

• Coordinate expert support and resources, leveraging Ufi’s external consultant panel to 
address specific project needs. 

• Represent Ufi at VocTech events and opportunities, sharing insights and promoting 
programme objectives. 
 

Programme management of specific funding calls 

• Deliver the process of planning, launching and opening grant funding calls 
• Facilitate collaborative learning and events, drawing insights from projects to promote good 

practice and peer support. 
• Develop shared solutions for common challenges, working with colleagues and the Associate 

Director of Grants to create tools and resources. 
• Provide reporting and governance support, drafting papers for the Senior Leadership Team 

and ensuring effective administration. 
• Enhance programme impact and improvement, capturing learning, case studies, and PR, and 

identifying opportunities for development. Support external project managers and wider 
organisational goals, ensuring smooth delivery and alignment with Ufi’s objectives. 

 

Person Specification 

Experience 

• Working in a grant giving organisation, managing or supporting the grant giving process 
• Working with educational, training or learning design organisations. Building and 

maintaining excellent relationships with stakeholders 
• Monitoring projects and programmes, and holding delivery partners to account 
• Thoughtful contributions to collaborative working and external events 
• Using digital tools (incl Office and project management tools) for oversight and running 

projects 
• Experience working with databases, excel or grant management systems 
• Reporting to a senior team or equivalent 

Desirable 

• Experience of managing data relating to social impact.  
• Interest in technology solutions and/or education 
• Interest in AI and working knowledge of Co-pilot 
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Skills & Knowledge 

• Ability to build strong collaborative working relationships with partners at all levels 
• Knowledge of good practice in grants management processes and techniques 
• Understanding the techniques for evaluation of the impact of funding 
• Excellent written and verbal communication skills, able to adapt style to the audience 

Personal Style and Behaviour 

• Friendly, co-operative and diplomatic, whilst able to be a ‘critical friend’ 
• Practical and rigorous with good attention to detail 
• Creative thinker – presents practical solutions rather than problems 
• Positive and resourceful in spotting opportunities and dealing with obstacles 
• Organised, able to plan and schedule activity, with proven ability to prioritise and manage 

time effectively 
• Comfortable with remote working and being part of a virtual team 
• Ability to build and maintain relationships in a virtual world 
• Collaborative and a team player – as well as motivated to work independently  

 

Our organisational culture 

We are a small, multi-disciplinary charity with a mission built around our belief in the potential of 
technology to unlock skills for work. We believe in supporting practical solutions to clearly identified 
skills challenges or problems, where there are solid benefits for learners and employers. 

Our work culture is open and collaborative. We embrace innovation and see the value in a seed of 
an idea. We actively encourage the thoughtful use of digital tools, including AI, to support better 
communications, smarter workflows and innovation. We work virtually and leanly, and we want new 
team members to feel that they belong.  

Ufi does not have an office, so our team works remotely, dispersed across the UK. This means you 
will need to have access to a place in the UK to work from, either your home or another suitable 
location in the UK. We make remote working successful through regular and clear communication, 
personal ownership of our work, and a professional, supportive work culture. 

The role will also require some travel within the UK, particularly our annual showcase event in 
March (VocTech Showcase). We also organise in-person meetings (usually at least quarterly) to help 
us stay connected as a team. 

 

Benefits 

• Holiday: FTE 28 days per year plus bank holidays 
• Contributory pension scheme  
• Laptop/phone and the IT kit you need to be able to work effectively in a virtual team. We 

expect you to have access to a suitable working environment in the UK and adequate Wi-Fi. 
• Occasional travel 
• A brilliant learning and development environment 
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• And ultimately, you’ll know that you’ll be changing lives through your work. 
 

Legal right to work 

By the time you start your employment with us you must have a legal right to work in the UK. We 
are currently unable to act as a sponsor.  

 

Supporting your application 

At Ufi VocTech Trust we value diversity and are committed to creating an inclusive culture, with 
flexible working practices, where everyone is able to reach their full potential.  

We encourage applications from anyone with suitable skills and believe that a diverse workforce will 
help us to achieve our mission sooner. If you are thinking of applying and require any adjustments to 
the recruitment process, at either application or interview please get in touch.  

 

ED&I Monitoring 

Ufi VocTech Trust is committed to being an inclusive employer. This means we believe that everyone 
in society is entitled to a fair deal. We therefore monitor all job applications to see how effective our 
policies are and make changes if required.  

Please help us by completing the monitoring form which will become available after you submit your 
application. The information requested is confidential and anonymous and will be used purely for 
monitoring purposes. It will not be used as part of the selection or recruitment procedure. 

 

More about Ufi 

When people thrive in work, everybody benefits, so at Ufi we champion the power of technology to 
improve skills for work and deliver better outcomes for all. Our vision is a future where technology 
transforms how we learn and drives systemic change, supporting people, business and the UK 
economy to thrive. 

We deliver on our mission by providing grant funding, direct investment, partnership and advocacy 
for the development and adoption of vocational technology across all parts of the UK skills system. 
To date we have provided over £38m in grant funding and direct investment to more than 250 
organisations across the UK. 

We have a particular role in unlocking potential in the communities, sectors, skill levels and places 
currently underserved by mainstream provision, helping ensure everyone is included and no one is 
left behind. 

Links and resources 

• Visit our website ufi.co.uk 

• Explore our Strategy: 2025 - 2030  

https://ufi.co.uk/
https://ufi.co.uk/who-we-are/strategy-and-delivery/
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• Watch some of the sessions from the Week of VocTech 2026 

• Browse the VocTech Directory of everything we have funded 

• Follow us on LinkedIn, Bluesky and Threads 

 

How to apply 

 Please submit your contact details using the form on our website here. 

1. Please record and upload a max 3 minute video, telling us about a time you worked in a 
team to solve a problem. Tell us what you did. What was your role? What did you 
contribute? What was the outcome? 

2. Please also upload your CV. 

3. To help us review applications efficiently, your files must be named as follows: 
First name Last name CV  
First name Last name Video 
For example: Alex Smith CV and Alex Smith Video. 

 

The closing date for applications is 5pm Thursday 7th May. We will look to interview during week 
commencing 1st June. Start date will be asap depending on the successful candidate’s circumstances. 

If you are interested in having an informal conversation about the role, please feel free to 
contact Jane Holmes, Associate Director of Grants, on info@ufi.co.uk to set up a brief call. 

Please note the three-minute video is a key part of the application process and without it we will not 
be able to shortlist you. Please do not upload a covering letter. To ensure a fair and consistent 
process for all candidates we will not review applications which don’t follow these instructions. 

[No agencies please] 

 

 
 

 

https://ufi.co.uk/week-of-voctech-2026/
https://ufi.co.uk/voctech-directory/
https://www.linkedin.com/company/ufitrust
https://bsky.app/profile/ufitrust.bsky.social
https://www.threads.com/@ufitrust
https://ufi.co.uk/who-we-are/work-with-us/project-and-partnerships-manager/
https://ufi.co.uk/who-we-are/our-team/jane-holmes/
mailto:info@ufi.co.uk
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