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JOB DESCRIPTION AND PERSON SPECIFICATION

	Job Title
	Learning Officer


	Salary Band
	Band 7 (£25,716 - £30,420)


	Section/Team
	Education


	Reporting to
	Canon Chancellor and Director of Learning and Participation

	Reporting to job holder
	(Non-employee basis)
Learning Volunteers

	Date of issue
	September 2023




	Overall Purpose of Post

	To be responsible for the oversight of the formal and informal learning and education work of the Cathedral, and in particular:

· To develop an innovative, exciting and deliverable programme of educational experiences for schools, children, young people and families. This will be rooted within the Cathedral’s faith, history, story and values and will, in the case of the schools’ offer, relate to the changing needs of the contemporary curriculum. 
· To direct all work and projects requiring educational input, including the delivery of learning experiences to children, young people and families.
· To work collaboratively with teams and departments across the Cathedral to ensure that the education offer supports and links with wider activity. 
· To develop a high-quality series of resources for children, young people, and schools to support independent learning at the Cathedral. 
· To assist in broadening and diversifying the Cathedral’s offer, drawing in new and under-served communities.
· To contribute to the development and implementation of a new Cathedral Learning and Participation Strategy.





	Generic Responsibilities 

	
It is a general duty of all Cathedral staff to ensure they are familiar with the Health and Safety Policy and to adhere to it at all times.

To ensure that all safeguarding policies and practices appropriate to the role are undertaken including specified training.

To contribute to the wider Cathedral environmental commitments as they relate to our working offices and practices.

To undertake other agreed tasks supporting the wider work of the Learning and Participation Team





	
	Responsibilities and Accountabilities 

	Nature and Scope of Role 

	1
	In consultation with the Canon Chancellor, to review, update and  deliver the Cathedral’s Schools Education Programme. This will encompass a limited number of high-quality tour offerings which can be delivered within the available resources. 


	This includes:
· reviewing existing school tours and drawing up a new tiered offer for schools which relates more closely to the Cathedral’s priorities and is deliverable within current resourcing 
· devising learning experiences for    children and young people throughout the county and beyond and where relevant, tailoring these learning experiences to the requirements of individual schools and pupils, e.g. Key stages 1-4; those with SEN
· designing resources that enable schools and individuals to participate in independent learning within the Cathedral
· delivering tours and teaching sessions for primary and secondary school children 
· keeping up to date with and incorporating curriculum developments
· liaising and communicating with subject coordinators within schools that visit regularly
· providing familiarisation sessions for undergraduate and post-graduate trainee teachers


	2
	To work with the Canon Chancellor and fellow members of the Learning and Participation Team in delivery of the ongoing programme as well as developing a new Learning and Participation Strategy for the Cathedral as a whole
	This includes:
· working closely with key internal stakeholders – particularly the Visitor Experience, Communications and Development teams – to ensure that the programme is visible, valued and integrated with the wider work of the Cathedral
· maintaining and raising the profile of the Learning and Participation Hub within the Cathedral community
· liaising with the Community Engagement and Participation Officer and the Archivist and Librarian in the delivery of education-specific goals
· liaising with other departments and with outside organisations to plan and develop the educational elements of specific projects 
· working with the Cathedral Communications Team to market different activities
· broadening and diversifying the educational offer of the Cathedral to draw in currently underrepresented groups and to assist in developing an adult education offering
· contributing to the Cathedral’s understanding and interpretation of our own story through participating in the contested history project led by the team


	3
	To work collaboratively with other departments and external partners 
	This includes:
· Working with the Diocesan Education Team on matters of shared interest, including the engagement and support of Church schools in the Diocese
· Developing our links with parishes in the Diocese, referring schools to them where they are more appropriate for visits
· Working with the Masjid e Noor Mosque, Cheltenham Synagogue, Gloucester Museum and others in areas of shared interest
· Developing new external partnerships
· Working with the Visitor Experience Team to plan Holiday Trails and Activities that meet wider objectives around driving footfall and income 
· Working with the Visitor Operations Team on logistics for activities, to ensure that events are planned into the Cathedral diary correctly and that suitable resources are allocated 

	4 

	To manage the education resources and budget.
	This includes:
· liaising with Development Managers to allocate expenditure of external funding in accordance with trust provisions
· ensuring that the Learning and Participation Hub has the correct and relevant resources and materials to deliver the various educational programmes in accordance with specific ages and Key Stages  (including documentary, ICT fabric and tactile materials)
· ensuring that the Learning and Participation Hub and designated areas in the Cathedral are appropriately decorated with educationally stimulating materials for groups of school children 
· in consultation with the Canon Chancellor, managing the education work within the available budget 

	5

	To design and promote activities for children visiting the Cathedral during school holidays and on occasional weekends.
	This includes:
· liaising with the Community Engagement and Participation Officer and the Visitor Experience Department for the delivery of ‘family-friendly’ activities
· Offering a programme of family activity days during school holidays
· maintaining a flexible approach to work by undertaking any other reasonable work requests to ensure the Learning Team can meet its objectives, and to carry out any other appropriate duties that the line manager, senior management or Chapter may request occasionally.  This may occasionally involve working weekends with prior notice


	6
	To oversee the booking system and administration for visits by schools and other groups of children.
	This includes:
· liaising with the Operations Team re Cathedral diary entries and bookings
· Working with the Communications team to set up a web-based enquiry system and managing bookings
· Fully and consistently evaluate and measure impact of the learning programme to inform its on-going development

	7

	To assist in the recruitment, training and ongoing supervision of Learning Volunteers.
	This includes:
· liaising with the Volunteer Officer for the safe recruitment of suitable volunteers for work with children
· modelling the Cathedral Welcome Values and nurturing a culture within the Learning Volunteers group where these behaviours are lived out on a daily basis
· producing materials for the training and guiding of volunteers, specific to the range of tours and activities provided
· advising volunteers of changes in educational practice and provision
· regular presentations to volunteer groups, promoting the Learning and Participation Hub’s work
· (if requested) leading a session on the work of the Learning and Participation Hub on the Guides Training Course
· updating volunteers on safeguarding best practice, ensuring all Learning Volunteers complete the required Safeguarding Training and maintaining up to date records of this

	8
	To attend to continuous professional development and networking 
	This includes:
· participation in Cathedrals Plus and local networking groups, including attending national and regional conferences
· maintaining relevant knowledge of best education practice within Cathedrals and Greater Churches at a national level
· attending relevant sessions of Guide training to cover the information required when guiding groups in the Cathedral
· attending further courses and retaining an up-to-date knowledge of developments in guiding and historical interpretation as appropriate
· membership of, and taking training opportunities offered by, Gloucestershire Heritage Education Forum  

	9

	To be responsible for the welfare of children taking part in activities under the officer’s direction
	This includes:
· producing, monitoring and reviewing risk assessments in accordance with statutory requirements and local needs
· ensuring best practice is followed in Safeguarding matters for staff and volunteers 
· ensuring the availability of a trained First Aider  
· keeping up to date with current Health & Safety matters both for the Learning and Participation Hub and the Cathedral


 



PERSON SPECIFICATION

	Attributes
	Essential
	Desirable


	
General

	Be sympathetic to the aims and ethos of Gloucester Cathedral and the Church of England.

Have a knowledge of the structure, practices, traditions and teaching of the Church of England.
	Communicant member of the Church of England



	
Qualifications and Training


	Educated to degree level.

Enhanced DBS check

	QTS or equivalent experience, or qualification in heritage interpretation or similar relevant subject.

RE or History subject knowledge.



	
Experience

	Proven track record in the imaginative delivery of learning and engagement experiences to a range of audiences including children, young people and families within an educational, heritage or cultural setting.


	Experience working in a complex organisation requiring collaboration across departments.

Experience of successfully recruiting, managing and training people, particularly volunteers.

	
Knowledge, skills and abilities

	Excellent communicator able to engage with topics in RE and history and to relate them to current issues.
Effective interpersonal skills to engage and work with a range of stakeholders in a clear and confident manner. Exceptional ability to build personal and organisational relationships at all levels.
Understanding of the workings of the school curriculum and ability to stay current within it.

Up to date IT skills, including Microsoft Office.

A knowledge of and commitment to best practice in safeguarding and ability to work within the Cathedral’s safeguarding guidance.

	Experience of managing own time and workload with minimal supervision.

Experience of working in small teams.



	
Personal Qualities


	Able to enthuse children and families.

Sensitive to the educational needs of children across the full spectrum of abilities.

Able to work flexible patterns (Monday to Friday and occasional evenings/weekends) when required, with prior notice given.

Resourceful with strong organisational skills: a proven ability to work on own initiative and in a team, to prioritise and manage own time and that of others to meet deadlines.

Ability to motivate and encourage volunteers, teachers and pupils.

Diplomatic in dealings with volunteers and outside agencies.

Flexible: able to adapt to changing situations and to cope with the unexpected.
	
Able to work under own initiative as well as working constructively as part of a team and collaboratively across teams.
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