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	The Courthouse Shared Space Creative Hub 

HERITAGE OUTREACH OFFICER - JOB DESCRIPTION

	Job Title: Heritage Outreach Officer
	Location: The Courthouse Shared Space Creative Hub, Bushmills

	Reporting to Chief Executive 
	Hours of work: 35 hours. Job share will be considered, with each participant working 2.5 days per week.

	Duration: 18 month fixed term contract, with potential for extension subject to funding.
	Salary: £30,000 - £32,000 


	Main Purpose of Job:

To co-ordinate the day-to-day planning, managment, and delivery of ‘The Crafting Legacies’ Heritage Outreach programme, facilitating community engagement with heritage-focused activities.

	MAIN RESPONSIBILITIES:

The Heritage Outreach Officer will be an integral member of the Courthouse delivery team, responsible for:

· Programme Development and Management: Responsible for design, management, and delivery of the Crafting Legacies heritage programme delivered through the medium of arts, crafts, and cultural activities.

· Community Engagement: Engaging with a diverse range of audiences, including schools, community groups, older peoples groups, marginalised groups and hard to reach audiences to encourage their participation in organised heritage activities. 

· Participant Recruitment: Collaborating with our Communications and Events Officer to develop promotional materials and strategies to attract a diverse participant base.

· Coordination and Oversight: Manage and coordinate appointment of all artists, facilitators, and volunteers involved in delivery of programme activities. 

· Reporting and Compliance: 

· Maintaining programme records ensuring full compliance with all financial, reporting and audit requirements. 

· Establishing monitoring and evaluation frameworks to achieve all objectives, milestones, and targets.

· Stakeholder Communication: Respond to general enquiries from the public and stakeholders. 

· Administrative Duties: Undertake routine office duties related to project management.
GENERAL RESPONSIBILITIES:

· To comply with all established procedures including the Employee Code of Conduct

· The postholder will be expected to be flexible and adaptable to meet the changing needs and requirements of the organisation. The above list is not an exhaustive list of duties, and the postholder will be expected to undertake other relevant duties, as required.  

· Implement Enterprise Causeway’s statutory responsibilities and procedures in respect to insurance, employment, equal opportunities, child / vulnerable adult protection, data protection, security, health and safety and other appropriate areas

SPECIAL REQUIREMENTS: 

· Evening and weekend work may be required. Time off in Lieu can be accrued for such work.


	The Courthouse Shared Space Creative Hub 
HERITAGE OUTREACH OFFICER - PERSONNEL SPECIFICATION

	Enterprise Causeway is seeking an experienced, committed and sensitive Heritage Outreach Officer to work as part of a team to deliver The Crafting Legacies Heritage Programme activites.

	Qualifications and training:


	Essential:

Hold a degree or equivalent 3rd level qualification (HNC/D or higher) in related field 

OR 

Demonstrate 4 years paid experience in a similar role.  

	Experience:


	Have at least 2 years experience (4 years for non degree holders) in the following areas: 

· Working in heritage or cultural projects, particularly in planning and delivering educational or outreach activities including heritage and creative arts and crafts workshops.

· Working with children and young people in a community or education setting. 

· Establishing good working relationships with a diverse range of audiences including community and voluntary sector, schools, marginalised groups and hard to reach audiences.

· Project management involving planning, co-ordination and delivery of activities to engage a range of audiences.
· Effective record keeping, programme monitoring, evaluation and reporting to prorgamme funders.

	Skills and Knowledge: 


	· Proven ability to work empathically and communicate sensitively with a wide range of communities. 

· Highly effective organisational and time management skills, including the ability to work independently and to tight deadlines.

· Event management skills and ability to design and deliver programs and workshops that reflect the community's heritage.
· Excellent verbal and written communication skills. 

· Ability to work both independently and as part of a team.

· Programme Marketing and Social Media Management skills: Skills and experience in developing and implementing marketing strategies, with a strong focus on using social media platforms for content creation, audience engagement, and managing promotional campaigns for events.

	Other: 


	· Access to own transport. Full driver’s license. 

· Able to work flexible hours. 

· Eligible to work in UK. 

· The role will involve working with children, young people and vulnerable adults and an enhanced Access NI check will be required. 


TO APPLY: 

1. To apply, please submit your CV and completed Declaration Form, demonstrating how you meet the post criterion.  It is important that you give clear details of your previous experience, highlighting areas which you believe may be relevant to this post and demonstrating your ability. 

2. Please include the names and contact details of two referees who will be asked to comment on your ability to carry out the duties of this post.

3. Please include details of your current or most recent salary level.  

4. If currently employed, please include notice period required.

We reserve the right to shortlist only those applicants who appear from the information detailed to be most suitable in terms of experience, qualifications, and the other requirements of the post.  

Closing Date: Wednesday 3rd July 2024, 5:00pm
Email your CV and completed Declaration Form to thecourthouse@enterprisecauseway.co.uk
Interview dates: It is anticipated that interviews will be held on Monday 8th July 2024
The Crafting Legacies Programme is made possible with the support of The National Lottery Heritage Fund.
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