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JOB DESCRIPTION 

TITLE:


Education and Engagement Officer 



RESPONSIBLE TO:
Creative Development Manager 
 

Manchester’s venue for children and families, Z-arts is dedicated to inspiring creativity in generations of young people by delivering a broad range of visual and performing arts events, performances, exhibitions, activities, workshops and participatory opportunities.  One of the most versatile cultural buildings in Greater Manchester, Z-arts provides a resource to individuals and groups who hire facilities in the venue and this income makes a strategically important contribution to our turnover.
PURPOSE:

Your performance in this post will enable Z-arts to maintain its position itself as a key arts centre for children and families in Manchester and develop long term sustainable links with a number of educational institutes and likeminded organizations. The role will include creating and coordinating educational programmes at pre-school, primary, secondary, FE and HE level. You will develop partnerships and projects with creative, cultural, community and educational organizations across Greater Manchester. 

HOURS   

The hours of the role are 37.5 per week but the requirements of the business are such that a degree of flexibility is necessary and evening and weekend work will be a required as part of your rota.  

MAIN AREAS OF RESPONSIBILITY:
1. Act as the key point of contact between Z-arts and education institutions. 

2. Develop partnerships with other arts & cultural, creative and youth/family organisations to deliver coordinated programmes of activity.

3. Represent Z-arts at key educational forums in the city and on a regional level.

4. To develop and maintain an educational forum and online blog. 
5. To develop and maintain the Z-arts schools partnership scheme – Bright Sparks. 
6. Ensure that Z-arts continue to deliver activities that link into current curriculums and future educational policies and agendas.

7. To develop projects and activity programmes that are underpinned by the Arts Award and other relevant qualifications and accreditation. 
8. Input into and support our after schools, weekend and holiday programmes and activity for children and families.  
9. Promote and publicise the Big Imaginations programme and Z-arts productions.

10.  Co-ordinate the production of interpretative material relating to projects and productions at Z-arts. 

11.  Work with the Marketing Manager to promote Z-arts through the website, newsletters, blog, promotional material and activities.

12.  Maintain the educational and strategic organisational databases for the creative team. 

13.  Input information and ideas to applications for external funding as developed by members of the Creative team and where appropriate develop funding applications. 
14.  Manage project related budgets as agreed with the Creative and Development Manager.
15.  Provide information and support as required for all creative projects internally and externally. 
16.  Understand and adhere to all Z-arts Policies and Procedures.

17.  Provide cover for other team members as required.
18.  To take the role of Duty Manager or Incident Response Team member as part of a weekly rota, as required.
19.  Act as an ambassador and in the best interest of Z-arts at all times.

20.  Undertake any other duties as required by the Duty Manager or Senior Management Team.
GENERAL INFORMATION:
To comply with legislation covering the activities at Z-arts, it is required that all staff undertake training as directed by their line manager.  It is also essential that all staff carry out their duties in a safe manner in accordance with the current Health and Safety at Work legislation.  

Education and Engagement Officer Person Specification
Experience
1. Experience of developing and working in partnership with schools, colleges and universities and other agencies to deliver creative arts or youth arts projects.

2. Experience of managing projects in a creative, cultural, youth or educational context.

3. Demonstrable experience of monitoring projects outcomes and stringent evaluation.

4. Experience of managing project budgets.

5. Experience of partnership work and developing productive networks and networking opportunities, especially within the education sector.

6. Ability to translate artistic and creative ideas into developing and running educational projects and activities. 
7. Experience of successfully engaging children, young people and families in a programme of activity through the implementation of a successful engagement and marketing strategies.

Characteristics
1. Ability to meet deadlines and work under pressure.
2. Ability to work co-operatively as part of a small team.
3. Able to demonstrate strong and versatile communication skills, both verbal and written.
4. Excellent interpersonal skills.
5. Knowledge and experience of using a broad range of I.T. in the work place and the use of up to date technologies and software used in creative arts and theatre education. 
6. Self-motivated and enthusiastic about your work.
7. Ability to work on own initiative.
8. To have a good track record for attendance and time keeping.
9. Able to be flexible with regard to hours of work and work outside normal office hours as required.
