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Job Title: 
Learning and Interpretation Officer

Location:

Pullar House/The Lodge
Reports to:
Tay LP Steering Group

Line managed by:
Scheme Manager, Tay Landscape Partnership
Salary:

£25,000 pro rata
Hours:
28.5 hours per week (over 4 days), including occasional evening and weekend work.
Contract:
Fixed, 8 month: June 2017–28 February 2018.
Job Purpose:
To successfully deliver projects, events and activities relating to interpretation and learning through partnership working with partners, stakeholders, communities and individuals within the Tay Landscape Partnership Area.

Key Responsibilities:

1. Co-ordinate and deliver a diverse range of interpretation and learning projects of the Tay Landscape Partnership Scheme, working to agreed timescales and outcomes over the period of the Scheme.

2. Manage existing multiple and complex contracts, with the ability to demonstrate problem solving and quick decision making.  Projects will need to be delivered on time and within budget.

3. Co-ordinate evaluation and monitoring of education and lifelong learning outcomes and outputs. This will include liaising and working directly with schools and pupils.

4. Prepare end of Scheme reports as required.

5. Liaise with specialist advisors to draw up accurate and clear project designs and tender briefs according to agreed procurement procedures.
6. Continue to engage with schools and teachers, youth workers and lifelong learning groups to agree training schedules and activities.

7. Work closely with colleagues, partners and consultants to deliver interpretation and learning outcomes providing support for hands on learning opportunities.

8. Maintain links with professional teaching associations and groups, including local learning networks and forums.

9. Manage volunteers to support and participate in projects.

10. Work with other Scheme staff to deliver the overall project.

11. Draft promotional materials relating to interpretation and learning.

12. Advertise events, activities and festivals to ensure good uptake. 
13. Engage with partners, stakeholders, communities and individuals as necessary, ensuring that their needs underpin all project work.

14. Keep accurate records of work undertaken, the people involved and the outcomes. Prepare progress reports as required. 
15. Prepare and give presentations to support the work of the Tay LP.

16. As project delivery concludes, undertake other tasks in agreement with the Tay LP Scheme Manager such as social media, press releases and scheme wide administration.
17. Essential travelling within the Tay LP scheme area. The successful candidate will be expected to travel several times a week and will need their own transport as remote sites will not be accessible by public transport.

Person Specification

ESSENTIAL

Experience

1. Experience of managing interpretation projects.

2. Experience of managing complex contracts and multiple contractors.

3. Experience and understanding of the education system to include:
a. Knowledge of the Curriculum For Excellence 

b. Communication and liaison with schools 
c. Effective evaluation with pupils using appropriate engagement activities.  
4. Experience of working in partnership in a multi-agency environment, with diverse private, voluntary, statutory and community interests.
5. Experience of successfully delivering community engagement.
6. Experience of working within a small team, and with a range of stakeholders.

7. Experience of training and supervising volunteers.

8. Experience of organising events, festivals and other outreach work.

Knowledge 

1. A degree in a relevant subject, or 3 years’ experience working in interpretation, learning or community engagement. 

2. Understanding of volunteer engagement.

3. Strong IT skills, with a knowledge of Word, Excel, PowerPoint and Apple IPad.

4. Knowledge and understanding of inclusion and access for all.

Skills and Personal Attributes

1. Good verbal and written communication skills including report writing.

2. Ability to problem solve with effective decision making.

3. Ability to set targets and to work to deadlines.

4. Ability to work methodically and efficiently, both alone and as part of a small team.

5. Good health and general fitness.

6. Ability to work with a wide range of people, organisations and communities.

7. An aptitude for outreach and education.

8. Full, clean U.K. driving licence, and access to a vehicle insured for work use.

9. Ability to organise successful complex events.

10. Attention to detail.

DESIRABLE

Experience

1. Experience of teaching.

2. Experience of recruiting and managing volunteers.

3. Experience of procurement and budget management.

4. Experience of managing events, festivals and other outreach programmes

5. Experience of marketing and advertising events.

6. Experience in designing and delivering training programmes.
7. Experience of using GIS to plan and monitor projects.

8. Experience of writing press releases

Knowledge
1. Knowledge of the cultural and biodiversity heritage of Perth and Kinross and, in particular, the Tay LP area.

2. Qualification in heritage education and/or interpretation. 

3. Qualification in community development.

Skills and Personal Attributes

1. Ability to give dynamic presentations.
