

Personal Specification

	Please read this carefully before you fill in page 4 ‘Additional Information’ of your application.  We will be scoring on the breadth and depth of knowledge and experience candidates show in each of areas below.  Together these five areas cover all the essential skills and experience needed for this post.  


1. Recent experience and qualifications in teaching adults in the community.  This may include formal classes or more general activity based education.

2. Working with and supporting volunteers.  Most of the Centre’s services are run by volunteers and the Education Worker supports about 25 volunteers. This includes supporting the tutors in, for example,  lesson planning and delivery of  courses.  A group of volunteers who manage the IT systems are also supported. 

3. Producing and delivering publicity. The Education Worker needs to be able to produce brochures, a website, posters, teaching notes.  Some of the teaching takes place in the IT room so knowledge of systems and managing IT is necessary.

4. Project Worker’s Group (PWG) and Centre Management – all Project Workers are equal members of the PWG. This group manages the Centre on a day-to-day basis and is responsible for all matters that in most voluntary organisations would be carried out by the Director or Manager. This includes areas such as Health and Safety, managing a public building, Human Resources and Finance. Decisions are made according to the principles of consensus decision making.

5. Centre Users. The Centre is used for a wide variety of purposes and by a huge range of people. Workers here need to be resilient and to have knowledge and experience of, for example: vulnerable adults, alcohol and substance misuse, mental health issues and the needs of people and families on very low incomes. 
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Education Worker - Job Description

Terms & Conditions 

Hours: 
25 hours per week

Salary:
SO1 point 29, £24,646 pro rata

Holiday:         25 days pro rata 

Contract:       One year

Accountable to:

Accountable to the Project Workers Group (PWG) and the Trustees.

GENERAL RESPONSIBILITIES:

The aim of this post is to provide accessible education and learning opportunities to unwaged and low waged people living in Brighton and Hove and also to provide unwaged and low waged people with teaching experience. The postholder will also be expected to share in the management of the Centre as a member of the PWG.
MAIN TASKS

1. Co-ordinate and facilitate the running of a wide range of classes and courses at the Centre.
2. Produce and widely distribute a termly booklet of learning opportunities and general information.
3. Co-ordinate the maintenance of computer facilities within the Centre’s computer suite and office spaces.
4. Recruit and support volunteer tutors and support workers.
5. Ensure that courses are accessible, flexible and suitable for as wide a range of learners as possible and that the diversity of courses is maintained in order to attract as wide a range of people as possible.
6. Maintain all necessary administration systems, monitoring and evaluation records.

7. Respond to the requirements of centre users and potential tutors by devising and running new courses wherever possible.

8. Periodically assess the needs of users through monitoring, evaluation, user feedback and liaison with relevant agencies and forums. 
9. To take a lead in promoting the Centre through the use of digital media.
10. To work with colleagues in the day to day management of the Centre
GENERAL DUTIES

The Education Worker will be a member of the PWG with the other paid workers. This group is responsible for managing the day-to-day running of the Centre, using consensus decision making. As part of this, each worker is required to undertake various tasks during the week on a rota basis to contribute to the day-day running of the Centre. 

To undertake all of the above in line with the Centre’s Equal Opportunities Policy, Health & Safety and Safe Centre Policy.
