KEYNSHAM TOWN COUNCIL – JOB OPPORTUNITY | Local Cultural Programme Coordinator

Employment Type: Part-time 15 hours per week until March 2024 
Salary: £24,982 pro rata
Please note the successful candidate will have the option to flexibly work more overtime hours until March 2022 to set up and establish the Programme.

Keynsham Town Council (KTC) are pleased to invite applications for an exciting new fixed-term role within the community to deliver the grant-funded ‘Cultural Programme’ as part of the wider Keynsham High Street Heritage Action Zone (HS HAZ) and B&NES Welcome Back High Street Programme. Keynsham’s HS HAZ is overseen by Historic England, the nationwide Cultural Programme initiative aims to make our high streets more attractive, engaging, and vibrant places for people to live, work and spend time.


The Local Cultural Programme Coordinator will oversee and manage this three-year programme of street markets, community events and activities alongside local people, High Street businesses and key project stakeholders. As such the postholder will work closely with these groups, Keynsham’s Cultural Consortium, colleagues within the KTC and members of the HS HAZ project team to ensure the legacy and sustainability of the programme.


Full details of the role are detailed within the attached Job Description, but key areas of work will include:

· Oversight, coordination and monitoring of Keynsham’s Cultural Programme; 

· Effective community engagement and liaison with cultural partners and key project stakeholders (including local businesses); 

· Planning and management of a high-quality heritage festivals, markets and temporary installation programme, community events and activities within the Cultural Programme. 

· Effective planning and delivery of the communications, press and marketing strategies for the Cultural Programme, including the development of a strong brand identity for Keynsham;

· Coordination and delivery of Arts, Heritage and Cultural Interpretation within the Cultural Programme; 

· Providing general community engagement support for the HS HAZ Project Manager and KTC Partner Lead as part of the Cultural Programme and wider HS HAZ project. 

The ideal candidate for this flexible post will be educated to degree level or have relevant experience in the cultural, arts or heritage sector and/or community events management. Excellent organisational skills, attention to detail and enthusiasm for building Keynsham’s cultural offer will also be key, as will the ability to communicate and collaborate with a wide range of people, community groups and local organisations. Local knowledge of Keynsham would also be an advantage but is not essential.


For an informal discussion regarding the role, please contact Dawn Drury (Acting Town Clerk) and Helen Griffiths (HSHAZ Project Manager) by emailing deputytownclerk@keynsham-tc.gov.uk and KeynshamHSHAZ@BATHNES.GOV.UK 


In order to submit an application for the Local Cultural Programme Coordinator position, please email your CV and a covering letter (no longer than 2000 words) - explaining your suitability for the role to Dawn Drury and Helen Griffiths by 10am on Wednesday 22 September 2021.
Interviews will be held on Wednesday 29 September 2021. 

KEYNSHAM TOWN COUNCIL
Local Cultural Programme Coordinator
Part Time Fixed Term contract until 31st March 2024

Pro Rata NJC SCP18 (£24,982)
JOB DESCRIPTION


REPORTING AND RESPONSIBILITY TO:

This post is a fixed-term position until March 2024 funded by both the Welcome Back Fund (in the first year) and Historic England’s, Arts Council England’s and the National Heritage Lottery’s Local Cultural Fund (for subsequent years until March 2024) in partnership with Keynsham’s Cultural Consortia, Keynsham Town Council (KTC) and Bath & North East Somerset Council (‘B&NES’).

The post-holder will be employed by Keynsham Town Council with the Deputy Town Clerk as Line Manager. 

The Cultural Programme forms part of the wider Keynsham High Street Heritage Action Zone (HS HAZ) project. KTC, the Cultural Consortia and this role will work alongside the HSHAZ Project Manager (B&NES role) to ensure the day-to-day work supports the overall funding agreement and desired outcomes of the role.

There are no formal management responsibilities, however, coordination of contractors, freelancers, stakeholders, and volunteers will be essential.


WORKING HOURS / SALARY & PATTERN:

· Working hours: 15hrs pw 
Between point of appointment and 31 March 2022 there will be opportunity to work additional hours to set the programme up and ensure it flourishes. 

· Salary: NJC Spinal point 18 (£24,982) pro-rata for 15/37 = £10,128.84


· Working pattern: 15 hours per week - flexibility will be required in this approach to suit both candidate and programme requirements. Evening and weekend work as required to manage and oversee community events and partnership working. Therefore, working pattern will need to fit around events and project busy periods. 
OVERALL RESPONSIBILITIES:

The primary purpose of the Programme Coordinator role is to oversee and deliver the grant-funded Local Cultural Programme for Keynsham alongside the KTC Lead and B&NES High Street Project Manager. As such, the role will comprise:
· Oversight, coordination and monitoring of the High Street Heritage Action Zone (‘HS HAZ’) Local Cultural Programme funded by Historic England and the Welcome Back Fund;


· Effective community engagement and liaison with the ‘Cultural Consortium’ group of cultural partners and key project stakeholders (including local businesses);


· Planning and management of community events and activities within the Cultural Programme;
· Effective planning and delivery of the communications, press and marketing strategies for the Cultural Programme, (including the development of a strong brand identity for Keynsham) working with the Town Council Business and Community Engagement Officer, B&NES press office and the Deputy Town Clerk;

· Coordination and delivery of Arts, Heritage and Cultural Interpretation within the Cultural Programme;


· Providing general community engagement support for the HS HAZ Project Manager and Partner Lead as part of the Cultural Programme and wider HS HAZ project.

A key focus for the appointed Programme Coordinator will be to ensure the legacy and sustainability of the community events, activities and networks built through the Cultural Programme and therefore the wider objectives of the Heritage Action Zone projects and partner organisations. As such, the appointed candidate(s) will work towards this aim and actively seek additional funding to support, complement or match the aims and objectives of the Cultural Programme, wider HS HAZ project and Programme Coordinator role.
SPECIFIC RESPONSIBILITIES

1. Delivery of the Local Cultural Programme: Take lead responsibility for coordinating Keynsham’s Local Cultural Programme with assistance from the HS HAZ Project Manager and KTC Partner Lead. 
2. Arts, Heritage, Cultural Interpretation: Use experience of writing and communicating with a variety of audiences to work with partners to interpret the arts, culture, and heritage of the town in creative, fun and interactive ways.
3. Develop the Cultural Consortium: Continue to build, diversify, and strengthen the Cultural Consortia and wider network stakeholders who will deliver the Cultural Programme. This will require participating community groups be encouraged and empowered to take ownership of project strands to support the legacy of cultural activities beyond the lifespan of the programme. 
4. Build relationships: Ensure effective communication with colleagues, project stakeholders, external partners, and the general public to build trusted relationships and sustainable networks between the project team, community groups, local representatives, businesses, landowners, charities, schools and others. These relationships will facilitate collaborative and cooperative working practices for the planning and delivery of the Cultural Programme, wider HS HAZ projects and legacy initiatives. 
5. Programme Schedule: Collaborate with the Cultural Consortia and wider Community Steering Group to plan and deliver the proposed Cultural Programme activities effectively and inclusively with adequate volunteer support. Use local knowledge and a commitment to diversity and equality to ensure that the proposed Programme outputs are inclusive and reach a diverse group / audience of people in both development and delivery. 

All activities are to recognise diversity and equality within the workforce and ensure that the Council’s policies in this area, including compliance with the code of conduct, are communicated and acted upon.
6. Event Management: Making use of your experience to plan, develop and deliver inclusive public events and activities, alongside the HS HAZ Project Manager, Partner Lead, Cultural Consortium and volunteers. This will require liaison with project partners, contractors, suppliers and the B&NES’ Events team to ensure compliance with legal, health & safety, licensing and policy requirements are met.
7. Contractors, Freelance and Volunteering Management: Successfully procure and manage freelancers and contractors and associated contracts as required in accordance with KTC’s and B&NES’ procurement procedures and financial regulations with support from the Town Council Finance Officer, HS HAZ Project Manager and Partner Lead from Historic England. The Programme Coordinator will also support partner organisations including B&NES to recruit and manage volunteers as required to support activity across the Cultural Programme outputs and ensure compliance with all relevant health and safety requirements and legislation.
8. Communication, Marketing and Press: Work with stakeholders, project partners and colleagues at KTC and B&NES’ Communications and Marketing team to publicise and promote the historic markets programme, community events and activities and other Cultural Programme outputs to encourage wide participation within the community. 
9. Training: Support, lead or facilitate the delivery of the training sessions and skills workshops for volunteers and local arts, cultural and heritage practitioners to secure the legacy of the Local Cultural Programme in line with objectives of the Cultural Consortium and HS HAZ Programme Board / Steering Group.
10. Budget and Procurement: Successfully procure and manage project costs and contracts as required in accordance with KTC and B&NES procurement processes, with support from KTC’s Finance Officer, HS HAZ Project Manager and Partner Lead from Historic England.  
Work with the HS HAZ Project Manager and KTC Finance Officer to ensure that due diligence for the procurement of services and goods is followed and that overall project budgets are carefully managed, monitored and accurately reported on. This will also include working with the Cultural Consortium and project partners to build the individual budgets for each project strand. 
11. Project Administration: Develop and use effective project management and monitoring methods to plan and deliver the Local Cultural Programme outputs alongside the HS HAZ Project Manager and KTC Deputy Town Clerk. This will include the day-to-day management and administrative responsibilities of running the Cultural Programme.
12. Programme Monitoring, Evaluation and Reporting:  Use your experience of grant-funded projects to set, communicate and understand project timelines and ensure compliance with the Cultural Programme and HS HAZ funding agreements. The Programme Coordinator will also undertake monitoring, data collection, evaluation and reporting activities as required (e.g. during each event and periodically) for the Cultural Programme (and wider HS HAZ project where necessary) to meet funder expectations. Risk management log to be maintained for reporting purposes.
PERSON SPECIFICATION

Qualifications:
· Educated to degree level OR relevant experience as a cultural, arts or heritage project coordinator, event management or a similar role;
· Understanding of the cultural and heritage landscape of Keynsham.

Personal Qualities:

· Enthusiasm, energy and passion to support the cultural sector to support and build Keynsham Cultural offer;

· Strong and motivated team player with excellent interpersonal skills and positive approach to both collaborative and independent working;

· Ability to cope with conflicting demands when prioritising multiple work deadlines;

· The ability to be proactive, think creatively, identify development opportunities and continuing ways of improvement and growth;

· Strong influencing and negotiating skills and confident in dealing with people at all levels and from all backgrounds;

· Strong attention to detail. Ability to assimilate new information quickly.
Knowledge and Experience:

· Programme coordination: Excellent project coordination and organisation skills with experience managing artistic, cultural or heritage programmes;
· Heritage / Cultural Interpretation: Understands how to create interpretation of heritage and cultural assets and has evidence of co-creation and co-produced activity;
· Events management: Experience of organising and running large scale outdoor events. Detailed knowledge of good practice and current legislation in terms of event management including, health & safety, risk assessments and fire risk assessments etc;

· Partnership: Experience building successful relationships with individuals, groups and organisations developing strong partnerships to achieve common goals. Collaborating and co-designing projects that appeal and are accessible to specific communities;

· Capacity Building: Experience managing and motivating other people (freelancers, or volunteers) and supporting community organisations to develop their capacity, skills, and experiences;
· Communication: Experience in communications, press and media, including social media and experience in writing material for publication for a wide range of audiences.

· Finance: Experience of budgeting and financial management, including preparing financial reports and following procurement processes. Proven ability to understand, analyse, interpret and explain complicated financial information and data. 

· Grant-funding: Experience of income generation, researching, writing and assessing applications or project proposals. Previous involvement in setting up cultural small grant schemes, community competitions and co-production groups or similar; 

· Evaluation and reporting: Experience of developing and carrying out monitoring, evaluation and reporting processes embedding evaluation methods throughout the lifecycle of projects; 

· Administration: Experience of leading meetings and making presentations, keeping clear and concise records.
Desirable Skills & Abilities:

· Adept at communication, time management and organisational skills.


· Excellent IT skills, with experience of computerised databases, key Microsoft Office tools and ideally also experience of project management tools (e.g. Trello), finance systems (e.g. Agresso), ticketing systems (e.g. Eventbrite), web (e.g. WordPress), social media and mailout platforms.

· The ability and flexibility to work across and support a wide range of services within the Council and the ability to work with other partners or commissioned organisations.


· Experience of undertaking accurate data analysis and presenting findings in a clear, concise and accurate way for senior staff, funding partners and the wider public. 


OTHER INFO

· Working location: This post will be based at home initially, attending sites for site visits and events as pandemic restrictions allow. When restrictions have eased, the candidate will be officially based at Keynsham Town Council Offices, at B&NES Keynsham Civic Centre Offices and within satellite High Street Hub locations (currently located at Cheap Street in Bath). 


· Outside normal office hours: Given the varied nature of the role and the emphasis on community engagement, events and activities, the post-holder will be expected to work or be available outside of normal office hours, including regular weekend and evening work, often outdoors. However, the role is inherently flexible and has high degree of autonomy as the post is part-time and the appointee responsible for overseeing the management and delivery of the Cultural Programme alongside the HSHAZ Project Manager and Partner Lead. 

· Physical requirements: Due to the events-focused nature of the role, it will be frequently necessary for the post-holder to experience some physical efforts and strains, such as bending, stretching and lifting, over and above the normal experience of a day-to-day office environment. However, all reasonable adjustments will be made to accommodate the post-holder. 
· This job description is not a complete list of duties but gives a general indication of the varied range of work undertaken. The role will naturally vary over time as demands and priorities change, and the Cultural Programme progresses. 
· The team structures within Keynsham Town Council and B&NES Council operate with a high degree of collaboration and flexibility and therefore individual service portfolios may change over time. Post holders are expected to undertake any other duties commensurate with the general level of responsibility of the post. 
