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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 


	Learning and Outreach Officer

	Directorate:  
	Communities and Reform
	Division/Section: 


	Heritage, Libraries and Arts

	Grade:  


	4
	JE Reference:
	5240


	Job Purpose



	To deliver the outreach and informal learning programme of the Heritage Libraries and Arts service. You will work collaboratively with a range of partners to make our programme accessible to a wide range of audiences.


	Key Tasks



	KEY TASKS:

Operational Responsibilities

1. To work collaboratively across the Heritage, Libraries and Arts team to produce innovative, creative, cultural projects and events which engage and inspire a range of audiences 

2. To take responsibility for the development and delivery of an accessible programme of creative informal learning opportunities for adults.


3. To recruit and support specialist and creative freelance staff when required.

4. To ensure that all informal learning opportunities take account of the principles of social inclusion.
5. To evaluate informal learning activities and consult with users and potential users to improve learning opportunities.

6. To deliver creative outreach projects.

7. To build and maintain relationships with a range of partners
8. To support the delivery of the community gallery exhibition programme.




	Standard Duties:



	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	2.
	To uphold and implement policies and procedures of the Council; including customer care, data protection, finance, ICT, safeguarding and health & safety policies.



	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.



	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 



	5.
	Undertake any additional duties commensurate with the level of the post.




	Contacts:

Members of the public
Elected members and council staff

Partner agencies

Contractors, performers, artist, event staff and volunteers.




	Relationship To Other Posts In The Department:



	Responsible to:  

	Senior Library Development Officer

	Responsible for:
	N/A


	Special Conditions:

DBS
Casual Car Allowance




	Values and Behaviours:



	We have a clear set of values that outline how we do business. We share these Borough-wide with our residents, partners and businesses:

· Fairness - We will champion fairness and equality of opportunity and ensure working together brings mutual benefits and the greatest possible added value. We will enable everyone to be involved.

· Openness - We will be open and honest in our actions and communications. We will take decisions in a transparent way and at the most local level possible.

· Responsibility - We take responsibility for, and answer to our actions. We will encourage people to take responsibility for themselves and their actions. Mutual benefits go hand-in-hand with mutual obligations.

· Working together - We will work together and support each other in achieving common goals, making sure the environment is in place for self-help.

· Accountability - We recognise and act upon the impact of our actions on others and hold ourselves accountable to our stakeholders.
· Respect - We recognise and welcome different views and treat each other with dignity and respect.

· Democracy - We believe and act within the principles of democracy and promote these across the borough. 

	Internally we’ve translated these values into five Co-operative behaviours which outline the priority areas of focus for staff at all levels.
· Work with a Resident Focus

· Support Local Leaders

· Committed to the Borough

· Take Ownership and Drive Change

· Deliver High Performance 

More information around our Values and Behaviours can be found on our Greater.Jobs pages.
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	Prepared
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PERSON SPECIFICATION

Job Title: Learning & Outreach Officer
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Sufficient literacy and numeracy to undertake the tasks and duties of the role


	Recognised qualification or degree in relevant area of work (e.g. Arts Development, professional arts practice or community Development) 

	AF/I

	Experience


	Experience of co-ordinating creative initiatives and training including project initiation, delivery and evaluation.

Experience of building and sustaining partnerships, both internal and external.
Experience of supervising freelance staff
Experience of assessing the outcomes and outputs of Community Arts projects.

Experience of community engagement e.g. with schools/community groups etc

Experience of advocacy and promotion of services to a range of stakeholders and partners

	Experience of working in the creative sector.

Experience of implementing agreed H&S policies and procedures including safeguarding of children, young people and vulnerable adults and risk assessments

Experience of monitoring project budgets.
Experience of contributing to funding bids and/or sourcing funds externally

Experience of working with the voluntary as well as the statutory sector
	AF / I

	Skills & Abilities


	Excellent communication skills (written, verbal, ICT interpersonal and motivational)
Ability to demonstrate an understanding of the contribution of cultural activity to social, personal, and economic objectives

Ability to deliver high quality customer services to service users from a diverse range of backgrounds

Ability to support the strategic development of the Heritage, Libraries and Arts service and actively participate in the Service Planning Process

Ability to organise and prioritise effectively and work independently on own initiative

Ability to respond to and manage difficult situations as they arise.

Ability to promote the Heritage, Libraries and Arts service to a wide and diverse audience  

Ability to implement Health and Safety regulations including safeguarding procedures


	Interpersonal skills in negotiation and persuasion and ability to use with both partners and service users.

Project management skills

Financial management skills


	AF / I

	Knowledge


	Understanding of the contribution of creativity and culture can make to neighbourhood and community cohesion agendas and the role of heritage, Libraries and arts in the current social and political context.

Knowledge of wider cultural sector and ability to signpost effectively.
Knowledge of the role of arts and culture in supporting the learning agenda

	Knowledge of the principles of successful project management

Knowledge of the external funding environment
	

	Work Circumstances


	Able to work flexibly to meet the needs of the Service

Able to work outside normal office hours, including late evenings and weekends (including Sundays)

Able to travel across the Borough to different community venues


	
	


Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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