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JOB DESCRIPTION
	Job Title:

	Garden Activity Co-ordinator 

	Reports to:

	Garden Engagement Manager

	Department 
	Engagement and Public Programmes


Purpose of the Job
This post is funded by the National Lottery Heritage Fund and provides support and capacity for the team developing the project of major improvements to the Royal Pavilion Garden known as ‘A Garden Fit For a King: Reawakening Brighton’s Royal Estate’. Project delivery is a partnership between Brighton & Hove Museums (B&HM) and Brighton & Hove City Council (BHCC).

The postholder will develop and deliver a new primary, secondary and SEND schools offer for the Pavilion Gardens. The role will be supported in this by the wider Learning & Engagement team.

As part of the wider garden project staff team, the role will deliver the schools elements of the Activity Plan. The post holder will develop programmes and opportunities that investigate the ecology and heritage of the Garden and respond to schools’ needs and interests.

The role will work with local teachers and students to develop the programme with and for them, alongside the existing B&HM Learning & Engagement team and Garden Engagement Manager.
The role will be a champion for the involvement of schools and their students in shaping the restoration of the Garden.
Principal Accountabilities

1. Develop new and expand existing relationships with a cross section of local primary, secondary and SEND schools and local universities to create open dialogue about how they want to work with the garden.
2. Identify local primary, secondary and SEND schools who can participate in the National Lottery Heritage Fund garden Activity Plan.
3. Develop and deliver programmes and opportunities for primary, secondary and SEND schools in collaboration with the Teachers Ambassadors, B&HM’s Learning & Engagement team, Garden Engagement Manager and the Head Gardener. 
4. Develop and deliver resources with SEND schools to facilitate children and young people with additional needs to have full access to the Garden.
5. Support the development and delivery of CPD opportunities for teachers on decolonising the Garden/Royal Pavilion Estate and Climate Change.
6. Develop and deliver a series of projects in collaboration with local secondary schools that engages students and interprets the history of the Garden, in conjunction with the B&HM Learning & Engagement team, and the garden project team.
7. Work with colleagues to create engagement programmes for young people not in Education, Employment or Training; and for university students.
8. Identify and recruit schools to participate in a Regency Festival to celebrate the completion of the project.
9. Ensure that all schools garden programmes and policies comply with current legal regulations, with a strong emphasis on safeguarding, with the support of B&HM Safeguarding Champion and Safeguarding Leads to ensure that all safeguarding policies and procedures for working with young people are implemented.
10. Participate in the garden project’s evaluation process, reporting on schools activity.
11. Work in accordance with the B&HM’s policies and customer care standards.
General Accountabilities 
To develop practices within B&HM that uphold and develop the principles of B&HM’s Equality in Employment Policy and the Equalities Policy in relation to staff and to service provision.

To be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health & safety and safeguarding of such employees and areas of the workplace as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility.

The list of duties in the job description should not be regarded as exclusive or exhaustive. There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required. All staff will occasionally be asked to work front-of-house across any of our sites.

All staff will have an individual work plan explaining how they are contributing to the delivery of our vision and business plan which will be updated annually. 

Every member of staff will work as one team looking after five sites and three gardens. They will:
· Be visitor focused and business-like.

· Be a great museum professional.

· Always be listening and learning.

· Be an ambassador for B&HM.

Your duties will be as set out in the above job description but please note that B&HM reserves the right to update your job description, from time to time, to reflect changes in, or to, your job. 

You will be consulted about any proposed changes.
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PERSON SPECIFICATION

	Job Title:

	Garden Activity Coordinator

	Reports to:

	Garden Engagement Manager

	Section:

	Engagement & Public Programmes

	
	

	Job related knowledge, Experience and Qualifications
	· Educated to NVQ Level 3 or equivalent, or equivalent experience

· Experience of working in a schools and/or learning role

· Experience of developing school sessions in heritage and/or working in nature

· Strong knowledge of the National Curriculum KS1, 2 & 3

· Excellent communication skills



	Knowledge, Abilities and Skills


	· Excellent administration and organisational skills with the proven ability to organise and plan your own workload, identify conflicting demands and establish clear priorities to meet reporting deadlines

· Strong communication skills to develop key internal and external relationships.

· Excellent interpersonal, team working and motivational skills.

· Good ICT skills including word processing, Excel, email, internet and knowledge of data protection.

· Strong team working skills with the ability to work alone on developing projects.

· Good financial skills and able to oversee a small budget 

· Willingness to understand impact of climate change and Empire on the garden.

· Willingness to undertake additional training as needed to support the delivery of the Activity Plan.

· An understanding of the barriers which prevent schools form engaging with museums and heritage 

· Knowledge of safeguarding policy and practice, particularly for children and young people



	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the B&HM’s Equalities Policy.


	Other requirements
	· Awareness of how to work with school teachers

· Awareness of the need to identify hazards in the area of responsibility and the ability to contribute to an assessment and management of the associated risks

· Must be prepared to work in the Pavilion Gardens, B&HM museums and community spaces where necessary

· Required to work in all weathers as this is a gardens focussed role

· Willingness to work occasional weekends and evenings if required

· Commitment to delivering a high level of customer satisfaction

· Commitment to continuing professional development and a willingness to learn


