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	Role Title
	Cultural Education Partnership Co-ordinator 



	Directorate / Business Hub
	Culture/Museums

	Grade
	Scale 6 

	Generic Accountabilities
	End Results/ Outcomes

	Communicate effectively with internal and external clients/ service users.  Act as point of contact for the CEP.   Provide and gather information as required.
	Resolve non-routine customer/service queries.

Customers are satisfied with the response, or aware that issue has been escalated.

Assess and prioritises telephone and personal callers and responds appropriately.

Relevant, accurate, understandable and timely information is provided.

A positive image of the Council is promoted.

	To work with colleagues and team leaders to identify areas for improvement, ensuring the support offer remains appropriate for all service users. 


	Service users express satisfaction with service provided.

	Organise and maintain records and documents using the appropriate council process / system.

	Received documents, correspondence etc. are recorded, distributed and processed correctly.

Photocopying, faxing, shredding, enveloping, franking etc. are completed to required standards and productivity.

Records /information are well organised and accessible.

Records are kept up-to-date.

Follow-up with internal/external customers to obtain missing/outstanding records.


	Create document, reports, correspondence from the information provided, using standard formats and software


	All materials are produced to the required legislative and or Council standards and timescales.

Recorded information is accurate.

	Database maintenance – access and update relevant databases and generate reports for management information.
	Reports are accurate, complete and meaningful.



	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.



	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.



	Job Specific Accountabilities:

	 Undertake mapping and research into current cultural provision in Waltham forest and develop strategic recommendations from this for CEP Steering Group
	Produce a  summary analysis report of mapping provision report based on CEPSG brief. 
Advise and input into production of Cultural Education Strategy

	Plan, facilitate and deliver CPD and events, including an annual network conference in consultation/partnership with WFCEP steering group
	Deliver programme of events from March 2019- July 2020

	Lead on monitoring and supporting Artsmark and Arts award take up and opportunities in LBWF
	Achieve target of 30 School enrolling with Artsmark
And 30% rise in Arts Award entries

	Support ‘advocacy for cultural learning’  through networks and by producing  appropriate resources 
	Produce ‘Advocacy resource for teachers /young people and develop Cultural Governors network

	Promote CEP membership , maintain a database of network members/providers and manage online content
	Achieve 90% participation from LBWF schools 

	Work with CEP SG to develop strategies for the future sustainability of the  partnership
	By end of contract a sustainability plan is in place for CEP

	Responsible for undertaking project evaluation within overall evaluation framework
	Collate and monitor information from schools and partners, leading to an evaluation report at the end of year 2 (in collaboration with external evaluator), including re-mapping cultural education at the end of 2 years

	

	Nature of Contacts 

Involves supporting and guiding schools, artists/arts organisations and other parties to ensure successful outcomes to the CEP
Liaise with and/or advise senior members of staff regarding service issues, problems and processes.

Deal with people at all levels confidently, sensitively and diplomatically. Be aware of different learning needs 



	Procedural Context

Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.   

Decisions will be made based on Council procedures.

This post demands a high level of flexibility, a positive attitude and ability to adapt to changes due to service needs. This post is predominantly office based.
Occasionally the post will be expected to work from other locations, and will be required to visit education settings.


	Key Facts and Figures 

Flexible working hours may be required, including some weekend days and evenings

May need to travel between venues/offsite activities


	Resourcing

Budget Responsibilities:  



	Knowledge, Skills and Experience
· Experience of having worked in an arts education environment. 
· Experience of working with schools and young people 

· A good understanding of the education sector and the current education climate
· Excellent knowledge of application of IT systems and software packages and online media

· Experience of effective project management, research and evaluation

· Ability to work with minimum supervision, using problem solving skills and initiative to provide a customer focused support service. 

· Excellent levels of literacy and numeracy, with an eye for detail
· Ability to work flexibly, balancing competing priorities and meeting deadlines whilst understanding the needs, timescales and deadlines of others 

· Ability to identify improvements to processes and systems and to share the recommendations with the wider team. 
· 

	Indicative Qualifications

English and Maths Qualification
Relevant NVQ Level 3 qualification essential

Further Arts qualifications desirable; e.g. arts/arts admin/management or education degree

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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