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Job description

Job title:

Explore Learning Officer 

Contract:

5 months 




Line manager:
Learning Manager (informal)
Salary:

£20 – 23,000
Staff reports:

Learning Communicators

Summary of the job

This role is integral to At-Bristol’s Learning team; coordinating the development and delivery of educational programmes and special funded projects which contribute to At-Bristol’s mission of ‘making science accessible to all’. The post holder will lead the development of ongoing programmes in key content areas associated with the Explore exhibitions (science, technology, engineering and maths).

The post holder is responsible for managing development and delivery teams.  You will contribute to departmental policy and strategic objectives working within guidelines, which reflect core and funded priorities, set by the Director of Learning, and Learning Managers.

Main areas of work include:

· Project management of visitor generating, income generating and funded programmes and projects
· Development of a variety of activities, engagement techniques and events
· Coordination of programming and associated development and delivery staff including liaison with the rest of the organisation
· Line management of a delivery team, including responsibility for quality of delivery, team motivation, training and leadership
· Advocacy for public and schools audiences both within At-Bristol and as an advocate for At-Bristol with external stakeholders
Key tasks

· Maintain, develop and coordinate the delivery of the Explore informal learning programmes, both core offer and special funded projects, including a variety of engagement activities for the Live Science zone, galleries and open spaces
· Work closely with At-Bristol’s Fundraising Team in developing funding proposals to secure core activities and support future initiatives within At-Bristol
· Develop innovative new ideas for future projects with a view to attracting new audiences to At-Bristol
· Lead the development and coordinate of some ongoing programmes including seasonal shows and special events
· Contributing to funding applications and keeping up to date with developments relating to informal educational initiatives 
· Project manage and successfully deliver core and funded learning projects on time and on budget, with appropriate evaluation  
· Manage complex events including staffing, logistics, recruitment of audiences, VIPs and experts
· Coordinate a team of development and delivery staff including, setting and reviewing targets, record keeping, integration within wider learning team, team building and coordinating high quality staff training.
· Develop and deliver CPD, as part of At-Bristol’s contribution to the Science Learning South West (SLCSW) programme

· Create high quality learning resources including printed materials and web-based learning tools

· Coordinate information for marketing of informal programmes

· Contribute to effective processes and procedures within the learning team, and as part of cross organisational teams where appropriate

· Represent At-Bristol with external stakeholders including liaising with relevant regional and national organisations 

· Any other reasonable task as requested by Learning Managers or Director of Learning 

Authority levels

· Line management of development and delivery teams including volunteers
· Budget management

Accountabilities

· Maintain quality control on the delivery of learning activities and events

· Maintain visitor/participant satisfaction 

· Deliver funded projects as outlined in funding proposals, within budget and time  

· Ensure activities and events are evaluated effectively to inform future programming 

· Compliance with organisational regulations and guidelines including H&S requirements; Child Protection Policy and branding and accessibility guidelines 

Person specification

Job title:
Explore Learning Officer 
Department:
Learning 


Experience and knowledge 

· Excellent subject knowledge in an area of science, technology or the environment as covered by At-Bristol’s exhibitions is essential

· Experience of managing development or delivery staff is essential 

· Experience of working with a wide range of audiences and stakeholders is essential
· Experience of developing educational resources is essential
· Experience of organising events and managing projects is essential
· Experience of verbal and written delivery of activities to a range of audiences is essential
· Experience of producing clear, concise written documents is essential

· A degree in science is desirable
· Experience of delivering CPD to teachers is desirable

· Good understanding of the formal education system and National Curriculum is desirable

Skills

· Ability to create valuable learning experiences 

· Ability to engage and interest a diverse audience 

· Ability to research new and varied topics

· Excellent written and oral communication skills

· Excellent presentation skills

· Highly organised with excellent time management skills, and ability to prioritise

· Proficiency in MS Office based ICT (including Word, PowerPoint etc)  

Personal Attributes

· Self-motivated

· Innovative

· Enthusiasm for communicating science to a wide range of audiences

· Willing to learn and present areas outside existing personal expertise

· A good team player

· Committed to both informal and formal learning

· Ability to enthuse and motivate delivery staff

· Reliable

