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Job Description:  

Learning Programmes Assistant 
	Reports to
	Lifelong Learning Programmer

	Salary scale
	£18,217 to £20,302 (S4)

	Hours
	Full Time

	Contract
	Fixed Term until 30 June 2020


Job Purpose

	· To support the development and implementation of a range of activities as part of the learning programmes across Derby Museums sites and activities, in line with Derby Museums’ strategic objectives. 
· To provide comprehensive and effective administrative support to the Learning and Participation team.
· To support the engagement and participation of diverse audiences in Derby Museums’ learning programmes and activities.


Reporting

	Supervisory responsibilities:
	None

	Managing Individual Performance:
	Reports to Lifelong Learning Programmer

	Responsible for:
	Occasional responsibility for secondees, trainees or volunteers.


Specific Responsibilities

	1. Support the development, planning and delivery of learning initiatives and resources for schools, adults, young people, families and early years’ audiences across Derby Museums’ sites.
2. Provide efficient and effective administrative support to the Learning and Participation team, complying with Derby Museums’ policies and procedures. 

3. To co-ordinate and liaise closely with Derby Museums Learning Facilitators and volunteers to ensure activity plans, risk assessments, photo/film permissions and evaluation documents are in place.
4. To ensure learning materials and equipment are prepared, ordered and stocked in accordance with Learning Facilitator activity plans and planned schools sessions. 

5. To support the co-ordination and delivery of activities related to the Mobile Museum of Making, The Makory.
6. To monitor and record the participation of audiences and support in the evaluation of learning activities.
7. To process invoices, purchase orders and expense claims for payment by the finance team.

8. To support the promotion of learning activities events through, print and digital channels.

9. Work off site with groups and organisations as required.
10. Participate in and support other development projects as and when required or opportunity arises.



General Responsibilities

	1. At all times commit to, and evidence, Derby Museums' values: – Being independent; A spirit of experimentation; Mutual relationships; Create the conditions for wellbeing; Prove that we are doing it, - ensuring that customer care and visitor experience is of the highest quality.

2. Interact and cooperate with all Trust employees. 
3. Contribute effectively to the leadership and management of Derby Museums and ensure that the trust is working effectively with both internally and with external partners and staying true to our co-production approach.
4. Develop and promote equal opportunities in service delivery as well as employment and procurement practices, ensuring the service reflects and provides for our communities.

5. Make best use of technology in the development and delivery of all organisational functions.

6. Prioritise communication and promotion of Derby Museums, its values and its services, participating in Marketing and PR activity coordinated by the Marketing and Social Media Coordinator.

7. Work at times and occasions appropriate to the needs and leisure times of visitors.

8. Actively participate in the wider life of Derby Museums contributing to inter-disciplinary teamwork and projects, updating systems and processes and undertaking other duties as requested.

9. Be responsible for your own personal & professional development, ensuring compliance with all Trust policies including Customer Care, the Health and Safety at Work Act 1974, the Trust’s health, safety and security arrangements plus Financial and Procurement Standing Orders.


FOR COMPLETION BY SUCCESSFUL CANDIDATE
I acknowledge that I have received a copy of this job description and accept that the responsibilities of the post are as indicated.

 Signature...........................................................     Date..................................

Date created / updated: May 2019
Person Specification:

Learning Projects Co-ordinator
Short-listing and selection will be based on the criteria set out here.  Do make sure that your application fully demonstrates how you satisfy the points listed, drawing on your personal and work experience, education and training.

	Qualities
	Essential (E)

Desirable (D)
	Identified by:

Application (A)

Interview (I)

Test (T)

	1. Core  Competencies

	Knowledge/ experience of working with one or more target audiences (e.g. Families, Adult Learners and Young People, Early Years, BAME)
	E
	AI

	An active interest in our collections, and a willingness to learn about their significance to share with the public. 
	E
	AI

	Display high levels of enthusiasm, hardworking and commitment. Excellent team player
	E
	AI

	Highly organised, able to prioritise and work to tight deadlines with excellent attention to detail
	E
	AI

	A commitment to and enthusiasm for working with volunteers supporting project delivery
	E
	AI

	Flexibility with regard to working hours will be necessary as there are occasions when the post holder will be required to work some evenings and weekends
	E
	AI

	2. Generic skills and experiences

	An understanding of the importance of heritage and the lifelong learning opportunities it provides
	E
	AI

	Self-motivated and able to work on own initiative and with minimum supervision
	E
	AI

	IT skills including Microsoft Office and Email

	E
	A

	Excellent written and oral communication skills

	E
	AI

	Able to relate effectively to a wide range of people


	E
	AI

	A passion for continuous improvement and new ways of working
	E
	AI

	Experience of and commitment to sharing good practice internally and externally.
	D
	AI

	3. Job specific skills and experience

	Ability to think creatively and innovatively to support the development and delivery of high quality learning programmes and resources
	E
	AI

	Knowledge/ experience of monitoring and evaluating projects and programmes
	E
	AI

	A strong interest in the mission and aims of Derby Museums, its collections and its potential to connect with diverse audiences through participative practice.
	E
	AI

	Demonstrates a responsible attitude to available resources and uses them efficiently and effectively
	E
	AI

	Sensitivity and confidence when working with vulnerable audiences in the context of safeguarding
	E
	AI

	Experience of developing and delivering programmes and resources for adults, children, young people and families in a gallery/museum context 
	D
	AI

	An interest in Science, Technology, Engineering, Arts and Maths
	D
	AI

	4. Qualifications

	5 GCSE’s level C or above, or equivalent qualifications
	E
	A 

	Commitment to continuous personal development
	E
	AI

	5. Equalities
	
	

	Promote understanding of the benefits of diversity and demonstrate how you promote equality of opportunity.
	E
	AI
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