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Introduction

We’re really glad that you are interested in the role of Learning Co-ordinator!  Getting the right person for the role is really important to us so we’ve pulled together this pack to help you decide whether or not we’re a perfect match!
How to apply
If you reckon we’re match made in heaven, please do the following… 

1.
Download the application Pack and Form (we can’t accept CVs I’m afraid) 
2.
Fill in the form and write us a great covering letter
3. 
Save these as either Word or PDF documents with your Name and the Vacancy in the filename
4. 
Email them back to us (which we’d much prefer) at amy.hill@cceengland.org or post them to:

I’d like a Job!
Creativity Culture and Education
4th Floor, Great North House
Sandyford Road
Newcastle upon Tyne
NE1 8ND
5.
Take our online, confidential Equal Opportunities survey here
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6. 
Relax! We’ll do our best to get back to you as quickly as possible. We’ll get in touch by email or phone and let you know how you did!
Best of luck!

The CCE Team

Creativity, Culture and Education

P.S.  We’re an equal opportunities employer so 
please get in touch on 0191 229 2705 if you’d like to 
receive and return your application form in a 
different format.
All About Us!

This is the core script that we use to explain what we do with our high powered partners and funders:

Who are we?

Creativity, Culture and Education (CCE) is a new national organisation which aims to transform the lives of children and families by harnessing the potential of creative learning and cultural opportunity to enhance their aspirations, achievements and skills.

Our vision is for children’s creativity to be encouraged and nurtured in and out of school and for all children to experience and access the diverse range of cultural activity in England because these opportunities can dramatically improve their life chances.

What We Do?

Creativity, Culture and Education is about making a difference to the lives of children and families and their experiences are at the heart of what we do. We promote the value of creative learning and cultural opportunities by building a strong evidence base, stimulating debate amongst policy makers and opinion formers and through the delivery of high quality programmes which achieve this on the ground.  

We promote a systemic approach to creative and cultural education and one which builds on the excellent practice which already exists to make opportunity consistent, to ensure that all children and young people are included and to place quality at the core of any creative or cultural experience.  


Our priority issues:

CCE improves achievement, builds family capital and raises aspiration through parental involvement in creative learning in schools.  Children whose parents are involved in their education have a better chance of success and CCE research shows that parents are better engaged by a creative curriculum that supports learning of core subjects.

CCE helps build cohesive communities by reaching beyond schools to engage more people in cultural experiences and developing shared identity between people of different backgrounds and of all ages.

CCE’s work improves young people’s skills, including confidence and leadership, boosting the economic viability of Britain’s future labour market.

How we do this

a) We deliver two flagship progammes:

Creative Partnerships – the Government’s creative learning programme fosters long-term partnerships between schools and creative professionals to inspire, open minds and harness the potential of creative learning/  The programme has worked with just under 1 million children, and over 90,000 teachers in more than 8,000 projects in England.

Find Your Talent – the Government’s pilot cultural offer for all children and young people which aims to ensure they have access to the wide range of quality cultural experiences essential to unlocking their talent and realise their potential.

In addition “Prevent” supports organisations and educators to use culture and creativity to develop and deliver programmes which build the resilience of communities to violent extremism.

b)
Our Research demonstrates the impact of our programmes and the contribution creative practice can make to the lives of children and families and wider society. 

c)
We raise the profile of the issues we work on and help stimulate national debate to look at how policy and practice can take opportunities for creativity and culture further into the daily lives of children and families.

Why We Do It

· Fostering creativity is fundamentally important because creativity brings with it the ability to question, make connections, innovate, problem solve, communicate, collaborate and to reflect critically.  These are all skills demanded by contemporary employers and will be vital for young people to play their part in a rapidly changing world.
· Creative learning can help to drive up standards, improve behaviour and raise achievement and young people who have attended Creative Partnerships activities made, on average, the equivalent of 2.5 grades better progress in GCSE than similar young people in other schools (NFER)
· In addition, there is evidence that cultural experiences contribute in powerful ways to personal development, including enhancing life skills such as creativity, problem solving, self-discipline, teamwork and good communication as well as building confidence.
· Access to cultural and artistic learning experiences contributes directly to the Every Child Matters outcomes, not least in ensuring that all young people enjoy and achieve and achieve economic well-being.

How we work

· Creativity, Culture and Education is committed to:

· Inspiring success

· Promoting creativity

· Building communities

· Strengthening families

· Quality and rigour

· CCE is all about making a difference and we work on issues where we know we can add value and have a positive impact on the lives of children and families.

· CCE is a collaborative organisation, working in partnership with others where it helps further our mission.  This currently includes:

· Prevent:  The Government’s initiative supporting organisation and educators to use culture and creativity to develop and deliver programmes which build the resilience of communities to violent extremism.

So – that’s what we do!  Some other important things you might want to know…

How does CCE work?

We’re now a fully fledged limited company and registered charity.  We were officially in business as of 1 April 2009 and enjoying every minute of it!  We have over 50 staff split across our 2 sites and another 54 fine folks employed by CCE but seconded back out to a national network of Area Development Organisations (ADOs).

We’re operating from 2 very cool city centre offices - the Chief Executive’s Office, Resources, Business Development and Schools Directorates have made their home in Newcastle, and the Research, Impact & Learning, Communications and Cultural Programmes Directorates have settled in London!

Is CCE a big player?

Definitely!  We’ve got over £50 million of funding each year from Arts Council England, the Museums Libraries and Archives and the Department for Children, Schools and Families to invest in our creative learning programmes.  We’ve currently got funding to 31st March 2011, but we’re working really hard to make sure we’re around much longer than that!
What will CCE be able to offer me?

We’re in the process of developing some great employee benefits.  Currently these include at least 25 days of holiday, plus extra time off between Christmas and New Year, a genuine commitment to training and development, a modern city centre office and of course, free tea and coffee!  We’ve also set up a Group Personal Pension Plan with an agreed employer’s contribution of 10% of your salary.

Our Newcastle office is on the 4th Floor of Great North House near the Haymarket and our London office is housed within the Design Council in Covent Garden.
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All About You!

Getting the right Learning Co-ordinator is a crucial part of our mission to promote the key lessons from the programmes CCE runs. These are shared through a range of events, including workshops, seminars, conferences and other meetings. This might extend from time to time to include publications and other written materials for distribution across the organization and beyond. 
Currently CCE runs a series of themed seminars around the country, approximately four a year. In addition we may begin to convene larger annual meetings or conference events as a vehicle for promoting debate and sharing learning, and the learning co-ordinator would be central to that process.

 

It’s essential that you bring strong organizational skills to the post, and can demonstrate an good eye for detail. You’ll need to show an understanding of learners' needs and particularly to be able to anticipate what those might be when planning events.  You’ll be helpful and patient when dealing with queries by phone, and would expect to travel occasionally to schools, other meeting venues or to our Newcastle office. 

 

The place of culture and creativity in the lives of young people and their families is a key component of all of CCE's work, so some understanding of and interest in the role this kind of work can fulfill and the positive effects it can have would be useful.

Need to know any more?
Once you’ve read through this pack, feel free to ring David Parker, Director of Research, Impact and Learning to have a chat about the role before you decide whether to apply.  David’s direct line is 020 7420 5429 he’s out and about quite a lot, so it may be best to email him on david.parker@cceengland.org  with your contact details and question and he’ll ring you back as soon as he can.
Learning Co-ordinator – The Role
	Summary Details

	CCE Grade
	Grade 5 - £18,532 to £23,379

Plus £3,500 London weighting

	Department
	Research, Impact and Learning

	Office Location
	London

	Reports to
	Learning Officer 

	Line Manages
	N/A


	Purpose of the role

	To provide proactive organisational and administrative support to the learning officer and team, supporting and leading specific projects and events where appropriate.



	What you’ll need to do

	· To maintain partnerships and close working relationships with appropriate external agencies and networks.

· To organise logistics including: venue finding, creating email groups, manage delegate invitation, online and telephone communication with speakers & participants, book catering etc (where appropriate) for learning events 

· To undertake appropriate topical research on speakers and content for learning events

· To contribute to team discussions, meetings and strategy development 

· To support the work of learning officer and other members of the team with learning projects and events as appropriate

· To draft correspondence as required

· To take minutes/notes for a range of meetings

· To set up and maintain appropriate manual and electronic filing, archiving and document retrieval systems

· To maintain positive working relationships with other CCE directorates, particularly with the Communications and Schools Directorates.

· To gather knowledge regarding current and emerging research into creative learning and cultural practice, nationally and internationally, and support the embedding of this knowledge across CCE

· To undertake general administrative duties such as word processing, filing and photocopying etc

· To arrange travel, accommodation, internal meetings and catering for Learning officer and other team members where appropriate

· To collate and dispatch information and documentation in response to customer enquiries according to prescribed timescales

· To process all transactions within the team’s budget including payments for contracts, purchase orders and invoices.

· Any other duties appropriate to the role/grade, as required by the Learning Officer




	What you’ll need to have



Person Specification

Qualifications and Experience 

· Educated to A-level or equivalent 

· Experience of using various research tools, especially the internet including experience of analysing data/results

· Experience of administration work

· Experience of organising meetings and events of differing scales, including planning content

· Experience of working within the cultural and/or education sectors

· Experience of managing financial data spreadsheets
Technical Skills and Knowledge

· Knowledge of event management.

· Ability to work to a very high standard of accuracy and attention to detail

· Excellent written and verbal communication skills
· Proven analytical and problem-solving skills

· Confident in the use of email, internet and office software, in particular the Microsoft Office suite of packages including Excel

Personal Qualities

· Ability to work to and meet regular, sometimes quick changing or tight deadlines
· Ability to prioritise competing workload demands
· Flexible and helpful approach
· Equally confident/able to work as part of a team or on own initiative

· Ability to develop good working relationships with staff at all levels

· Willingness to undertake occasional national travel

	In an ideal world, you’ll also have...


· Knowledge and understanding of key stakeholders/agencies in the education and/or cultural sectors
· A sense of humour!
FAQs

I’ve got more to say but no space to say it – what should I do?

The great thing about an electronic application form is that the boxes expand the more you type, so you can get as much down as you need to (within reason!!) 
How will I know my application arrived safe and sound?

If you email your application to us at amy.hill@cceengland.org (which we’d much prefer) you’ll get a little email back before the closing date to confirm that we’ve got it and to thank you for taking the time to apply. Don’t forget to detail which post you’re interested in – or that you’re interested in both if that’s the case!  Unfortunately we can’t confirm receipt of CVs or any posted applications.

It’s been a while since that happened – have you forgotten me?

Never!  We really don’t like to leave people hanging with all that ‘don’t call us, we’ll call you’ nonsense.  We promise you a personal approach and will always let you know how successful you’ve been – a phone call if we’re inviting you to interview, and an email if the news isn’t so great. 
In general, we try really hard to get back to everyone as soon as we can after the closing date and no less than a week before the interview date.  It’s always nice to get phone calls and emails though, so if you’re unsure get in touch and we’ll try to put your mind at rest. 

You want to meet me – but where are you?

Our lovely office in London is in Covent Garden and is really close to the Underground Station – we’ll give you full details nearer the time.

.
What should I wear?

We honestly want you to wear whatever you feel comfortable and confident in – the cultural sector is generally a pretty casual one so our dress code is quite informal, although we’ve been known to be suited and booted, depending on who we’re meeting. Whatever you wear, we’ll be judging you on what you’re like, not what you’re wearing!

Can you help me out with interview costs?

We definitely want to help you as much as we can because we appreciate the effort you’re making to apply and we can help you with your travel costs. 

We’ll reimburse your travel if you can plan sensibly and take the most cost effective option. If your plans become especially expensive, or you’re travelling internationally, please call us to agree this before you book anything.   Bring any receipts to the interview, or post them up afterwards and we’ll sort it all out for you.
Dates for your Diary!


�12th March at 5pm:


The closing date for this post��6th – 7th March: It’s the “Do Something Different Weekend” at the Barbican Centre, London.  .





30th March : �The interview date for this post


�
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