[image: ]


JOB DESCRIPTION 

	Job Title
	Community Engagement Officer

	Position Number(s)
	

	Department
	Communities and Environment

	Section or Service
	Culture (Museums)



DESIGNATION:
	Responsible to:
	Daniel Robbins, Senior Curator

	Employees directly supervised (if applicable):
	None

	Family Tree: 

	
Indicate by means of a diagram the position of job within the organisation or attach an organisation chart. 

See attached





1. JOB PURPOSE:

As part of Heritage Lottery Fund-supported Activity Plan, to develop and coordinate the delivery of an engaging and wide ranging programme of informal learning opportunities and community engagement activities that support Council and HLF objectives and increase community engagement with Leighton House Museum and its collections.


2. DESCRIPTION OF DUTIES:

List key personal duties in order of importance.
             
1.	Develop and deliver and engaging informal learning programme for groups and diverse communities, particularly those currently under-represented and those with additional needs.

2.	With reference to the Activity Plan, develop and implement an innovative and creative informal learning programme for families with young children and young people, both on and off site.

3.	Identify and develop partnerships with colleagues within the Council and with community organisations, groups and project across the Borough to the benefit of the project.

4.	Work with the Tours and Volunteer Coordinator, train and manage a team of Activity Volunteers and contribute to the creation of a Volunteer Handbook.

5.	Work with the Learning Officer, Curatorial team and Marketing officer to develop a programme of special themed events both on and off site, including the Summer Fete, Open House and the Leighton House Roadshow ensuring the necessary care and protection of objects from the collection.

6.	Work with the Learning Officer to develop a sustainable programme of activities and drop-in workshops for families during school holidays, utilising the house, collections and garden. Work with Activity Volunteers to deliver this programme including set up and take down.

7.	Contribute to the development of an audio guide for families, working with a forum of young people to create content.

8.	Actively monitor and evaluate the community engagement programme, gathering quantitative and qualitative information. 

9.	Work with the Marketing Officer to raise awareness of the community engagement programme, developing marketing materials for public activities.


3. DIMENSIONS:

(WHERE APPROPRIATE) 
Quote figures which give a picture of your job as follows:
(a) Annual budgetary amounts with which your job is either directly or indirectly concerned
(b) Any other statistics relating to your work


(a)	The outreach element of the Activity Plan has a budget of £50,000 per annum over three years.

(b) 	The outreach programme has a target of 4000 participants in year 1

ontinue on separate sheet if necessary.
I agree to the above job description

Post Holder………………………………………………………………	Date………………….


Director / Chief Officer…………………………………………………	Date………………….



[image: ]


SELECTION CRITERIA/PERSON SPECIFICATION 
	Job Title:
	Community Engagement Officer



Conditions to Note :

Candidates: 
When completing your application form, please address your answers directly to each of the selection criteria below. This enables the panel to assess your ability to meet each criterion. It’s essential that you give at least one example of your ability to meet each of the 4 Values and Behaviours: Productive, Ambitious, Collaborative and Enterprising. 

Recruiting Managers: 
The following values and behaviours are essential criteria in each post and must be addressed directly by candidates. The Guidance Notes on values and behaviours for managers give example questions to probe candidates in the interview and application stages of the recruitment process.

Values & Behaviours
The Royal Borough of Kensington and Chelsea has identified 4 key behaviours and values which should be demonstrated by all council employees. Successful candidates will show the ability to meet these behaviours. Candidates applying for managerial/leadership roles should also demonstrate two additional leadership behaviours.
	
A

	
Equal Opportunities
Demonstrate an understanding of and commitment to Council policies in relation to Equal Opportunity, Customer Care and service delivery, and the ability to implement these policies in the workplace.


	
B

	
Qualifications:

Essential: 
· Degree level or equivalent

Desirable:


	
C

	
Knowledge & Experience:
· Knowledge of Victorian and/or Islamic Art, Architecture and Design
· Excellent written and verbal communication

· Experience of delivering learning and engagement activities to diverse audiences, ideally in a museum/heritage environment (essential)
· Experience of working independently and as part of a small team (desirable)
· Experience of working with social media (desirable)
· Experience of working with volunteers (desirable)
· Experience of partnership working (essential)
· Experience of successful project-based working and delivery (desirable)
· Experience of health and well-being programmes (desirable) 


	
	Our Values & Behaviours 

	
D
	



· We show initiative, drive and determination to get the job done; and constantly to improve what we do. 
· We determine the right course of action through listening to the needs of our customers 
· We are accountable for our actions and the decisions we make 
· We help others to be productive, independent and make informed decisions 


	
E

	





· We are ambitious in creating new solutions which bring about substantial benefit 
· We challenge ourselves to be the best we can be 
· We take pride in providing public services to our communities 
· We work as a team to support one another to be the best we can be for our customers 


	
F

	





· We provide local leadership and work with partners jointly to develop and deliver services 
· We listen to one another and respect one another’s point of view 
· We challenge one another respectfully and constructively, working together to resolve issues 
· We treat everyone with courtesy, fairness and transparency 


	
G

	



 
· We seek the best deal when looking for ways to improve value for money and reduce cost. 
· We look for new ways to generate growth, income and maximise commercial potential 
· We take managed and considered risks to enable us to achieve the best outcomes.
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