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	ROLE PROFILE



	Job Title:


	Learning  Officer
 


	Directorate:


	 FORMDROPDOWN 


	Division:


	 FORMDROPDOWN 


	Grade:
	 FORMDROPDOWN 




	Hours (per week):


	22 (0.6 FTE)


	Reports to:


	Heritage Service Manager

	Responsible for:


	· Volunteers

· Freelance and project staff



	Role Purpose and Role Dimensions:
	· To support the regeneration of Croydon town centre by delivering an outstanding and dynamic learning offer for the Heritage Service

· To be responsible for the planning and delivery of curriculum-linked workshops, tours, learning resources activities for all key stages

· To develop and promote educational resources based around Heritage Service collections and Croydon’s history to support learning at the Croydon Clocktower and off-site 

· To contribute towards public programming during the school holidays

· To facilitate and encourage co-curation / production of Heritage Service exhibitions with schools, and in other community locations (i.e., libraries)
· To contribute to the Museum’s recording, evaluation and reporting of activities



	Commitment to Diversity:
	The council has a strong commitment to achieving equality of opportunity in its services to the community and in the employment of people. It expects all employees to understand, comply with and promote its policies in their own work, undertake any appropriate training to help them to challenge prejudice or discrimination.



	Key External Contacts:
	· Heritage Service users

· Partner organisations 
· Community groups

· Creative and cultural organisations
· Schools and education providers
· Service providers and media agencies

· Third sector/voluntary organisations



	Key Internal Contacts:
	· Culture, Leisure and Library teams
· Other services situated in the Croydon Clocktower
· All Council departments and services


	Financial Dimensions:
	· To operate within the governance, financial and legal frameworks of the Council at all times
· Responsibility for delegated budgets, and those related to income from grants, sponsorship and sales of services 
· Responsibility for raising purchase orders and invoices as appropriate.

	
	

	Other Considerations:
	This is a part-time role working Monday to Wednesday.

Some evening and weekend work may be occasionally required outside of these times to deliver activity. 


	Is a satisfactory disclosure and barring check required?
(click here for guidance on DBS)
What level of check is required?
	

	Is the post politically restricted 
(Click here for guidance on political restriction)
	



	Is the post exempt from the Rehabilitation of

Offenders Act (ROA) 1974 

(Click here for guidance on ROA )

	



	
	

	Key Accountabilities and Result Areas:
	Key Elements:


	
	

	Formal Education Provision
Heritage Service Development

Intra-council Activity
	This will involve:
· Planning, designing, and delivering curriculum-linked workshops, tours, and activities for on-site engagement, predominantly aimed at KS2 and 3
· Building relationships with 16+ / adult education provision in the borough and looking for opportunities to support higher education learning
· Ensuring the Heritage Service educational offer is inclusive and adapting programmes where necessary 

· Promoting the Heritage Service’s educational programmes to schools through outreach and networking and working closely with educators to tailor Heritage Service provision to ensure it meets curriculum needs

· Ensuring safeguarding and health and safety compliance during all school activities 
· Developing and promoting loan boxes and teaching packs for independent use in the classroom and other settings

· Engaging with Croydon’s cultural and heritage scene, making connections and looking for opportunities to work in partnership
This will involve:

· Maintaining accurate records of school visits, attendance, and feedback
· Analysing programmes and adapting provision accordingly

· Preparing reports on impact and engagement outcomes
· Contributing to the development and execution of Heritage Service evaluations

· Contributing to the Heritage Service Forward Plan, which will have town centre regeneration principles and ambitions at its core

· Taking responsibility for applicable areas of ACE Museum Accreditation, writing policies, plans and procedures

· Engaging with the museum / archive sector to take advantage of benchmarking, networking, training and skills-sharing opportunities which would benefit the Heritage Service

· Monitoring funding opportunities available to the Heritage Service, to lead on applications
· Engaging with the development of the service emergency plan, taking part in training and drills, and being prepared for implementation in case of emergency.

· Proactively contribute to the marketing and promotion of the heritage service including through proposing content for social media and opportunities for audience engagement 

· Work collaboratively as part of one heritage team to inform the development and ensure successful delivery of the Heritage Service programmes of work. This includes public programmes, exhibitions, promotion, outreach, volunteer engagement collections care and development. 

This will involve:

· Keeping abreast of Council regeneration strategies, schemes and updates
· Representing and the Heritage Service within the Council, raising its profile internally
· Building relationships within the Council (with Adult Social Care, Adult Education, Public Health, Culture Croydon, Library Services etc) and seeking opportunities to partner on activity and work collaboratively.

	
	

	
	 

	
	

	
	

	
	

	
	

	
	

	Confidentiality 


	· Treating all information acquired through employment, both formally and informally, in confidence.  There are strict rules and protocols defining employee access to and use of the council’s databases.  Any breach of these rules and protocols will be subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.


	Data Protection
	· Being aware of the council’s legal obligations under the Data Protection Act 2018 (the “2018 Act”) and the EU General Data Protection Regulation (“GDPR”) for the security, accuracy and relevance of personal data held, ensuring that all administrative and financial processes also comply.

· Maintaining customer records and archive systems in accordance with directorate procedures and policies as well as statutory requirements.



	
	· Treating all information acquired through employment, both formally and informally, in accordance with the Workforce Data Protection Policy.  
· There are strict rules and protocols defining employee access to and use of the council’s databases.  Any breach of these rules and protocols will be subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.


	Contribute as an effective and collaborative team member
Equalities and Diversity
	 This will involve:

· Gaining a thorough understanding of the roles of colleagues within the Heritage Service, and ensuring up-to-date knowledge of projects to be able to answer basic enquiries in case of colleague absence 

· Working collaboratively with services, staff and managers to develop workable and innovative solutions to complex problems as a means of increasing efficiency, improving the delivery and reach of the programme to residents and partners
· Undertaking training as required for the role

· Participating in the development, implementation and monitoring of programme plans

· Championing the professional integrity of the service
· Attend and contribute to team and service meetings
· The council has a strong commitment to achieving equality of opportunity in its services to the community and in the employment of people. It expects all employees to understand, comply with and promote its policies in their own work, undertake any appropriate training to help them to challenge prejudice or discrimination.

	Health and Safety 


	· Being responsible for own Health & Safety, as well as that of colleagues, service users and the public.  
· Employees should co-operate with management, follow established systems of work, use protective equipment and report defects and hazards to management.  
· Managers should carry out, monitor and review risk assessments, providing robust induction and training packages for new and transferring staff, to ensure they receive relevant H&S training, including refresher training, report all accidents in a timely manner on council accident forms, ensure H&S is a standing item in team meetings, liaise with trade union safety representatives about local safety matters and induct and monitor any visiting contractors etc, as appropriate. 



	Person   Specification


	Job Title: 


	Learning Officer

	Essential knowledge:
	· In-depth understanding of museum / heritage learning
· Knowledge of school curriculums, particularly KS2-3 
· Understanding of ACE Museum Accreditation scheme, ability to take responsibility for relevant procedures, policies and plans

· Health and Safety in a public setting, particularly safeguarding of children and vulnerable people 

 

	Essential experience, skills & abilities: 
	· A degree in Museum Education or teaching qualification 

· Experience working as a museum educator in a museum / gallery / heritage setting  
· Strong analytical and critical thinking skills and ability to design strategies to meet Heritage Service objectives with regards to formal education outreach

· Sensitivity to cultural diversity and inclusive practice
· Ability to track spending and manage budgets
· Excellent team working skills, and a willingness to step in for colleagues across the Heritage Service

· Experience with working directly with archive and / or museum objects, and the ability to think creatively on how these can be used by schools
· Experience of museum and / or archive evaluation initiatives, and an understanding of how these are used to develop service plans
· Commitment to the Council's core value and objectives

· Understanding of and commitment to equal opportunities
· Excellent communication skills (written and verbal), and the confidence to act as an advocate for the Heritage Service 
· Strong project management skills 
· Ability to balance a varied and dynamic workload with multiple dependencies
· Demonstratable engagement with heritage sector through relevant memberships, ongoing CPD 
· Ability to write comprehensive and tailored risk assessments 

· Ability to track spending and monitor budgets



	
	 

	Desirable experience/skills:
	· Familiarity with Croydon
· Experience with small museum/heritage services, and / or local authority context
· Experience writing applications for funding applications 
· Understanding / training in trauma informed practice
· Familiarity with writing exhibition interpretation
· Experience with contributing to exhibitions and bringing in schools as co-curators / contributors


