
SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

	Department:


Communities


	Section:                                The Atkinson


Post:

       Volunteer and Skills Development Officer
Grade:

       Grade F 
Hours:   
       Part Time fixed term (_________________________________________________________________________________

Responsible to:
            Principal Manager: Programmes, Participation and Operations 
Responsible for:
            Volunteers and student placements

1.0 JOB PURPOSE 
This post has been created to support the Exhibition and Learning Officer during the Kick the Dust secondment.
This post is part of a team recently created to support the delivery of ambitious programmes of exhibitions, activities and displays within The Atkinson and across the borough, to deliver an excellent visitor experience and inclusive audience-focussed service.
Working as part of a multi-disciplinary team you will support the day-to day running of the Volunteer Programme, launching our Volunteer Makers platform and aiding recruitment, development and management of volunteers across The Atkinson in accordance with best practice. 
You will support organisational change in The Atkinson to become an integrated service and drive best value from our resources.
__________________________________________________________________________

2.0 MAIN DUTIES

	Programmes

	To support the development of The Atkinson as a regional centre of excellence through its visual arts, heritage and inclusion programmes 

	To support the development of The Atkinson’s ambitious programmes of exhibitions and displays to meet agreed outcomes and ensure they attract target audiences

	Audiences and Volunteering

	To support delivery of The Atkinson’s vision and targets for audience development, community engagement and lifelong learning

	To create opportunities for engagement through Volunteer Maker and other digital means

	To monitor and evaluate volunteer performance and to give feedback when necessary

	To support programmes of events, activities, workshops and talks to increase and widen audiences and increase visitors’ understanding of exhibitions and collections

	To support school visits and other formal and informal learning opportunities at The Atkinson

	Evidence and Advocacy

	To build and maintain effective partnerships and communication with internal and external stakeholders including Sefton CVS, Edge Hill University and local collages

	To support advocacy for the development of Sefton’s programmes and engagement offer 

	To help evaluate impact of projects, ensuring qualitative and quantitative data is gathered effectively and used to inform future planning

	Funding and Fundraising

	To support The Atkinson’s fundraising strategy: helping to identify and develop opportunities to generate income from commercial opportunities, public events, trusts and foundations, public and private sources and individuals 

	To support the effective and efficient dispersal of relevant budgets assigned to programmes; using I-proc and Agresso effectively for procurement and for financial management

	Inclusion

	To help develop opportunities to attract under represented audiences as defined in our Audience Development and Inclusion plans, and help remove barriers to participation and engagement

	To help ensure that exhibitions and activities are developed with a focus on the requirements of schools, families and groups who face barriers to participation

	To look after and maintain the Volunteer Hub to provide a clear place for volunteers and staff to take breaks, have meetings or work

	Partnerships

	To support and work with internal and external partners to ensure projects make the greatest impact with target audiences; and to deliver a relevant, entrepreneurial and vibrant service

	To work with teachers, community groups, voluntary groups and other public sector providers to develop new partnerships and maintain existing relations

	Staff Development

	To launch the Volunteer Maker website to increase volunteer involvement in The Atkinson’s work

	To support staff working with exhibitions and learning programmes, including volunteers and work placements 

	To provide sickness and annual leave cover for staff as required

	Maintain professional awareness and personal development for self and others as appropriate and create training and development opportunities for volunteers

	Operational Efficiency

	To support the Principal Manager: Programmes, Participation and Operations and Operations team so that technical support is planned and delivered efficiently and effectively to meet the needs of the exhibitions and public engagement programmes, ensuring all deadlines are met

	To use all internal systems effectively so that public engagement and operational teams can support programme delivery as required

	Data & Information Management

	To adhere to all Sefton Council Data Protection Policies 

	Sustainability

	To contribute to The Atkinson’s ‘Green’ strategy including policies on recycling, reduction in energy and water consumption, green transport and collaborative procurement.

	To contribute to back of house cleaning as required


Any other duties commensurate with the grade of the post.

3.0 ORGANISATIONAL CHART

Attached below
GENERAL

· This job description is a representative document.  Other reasonably similar duties may be allocated from time to time, commensurate with the general character of the post and its grading.

· All staff have a duty to take care of their own health and safety and that of others who may be affected by your actions at work.  Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.  

· The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equal opportunities of the Council.

· Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.

· The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

Prepared by:
Stephen Whittle
Principle Manager: Programmes, Participation and Operations, The Atkinson

Date:

13 December 2018

