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Job Description

Job title:
Culture & Heritage Programme Coordinator (2018 Centenary of Women’s)
Grade:


7




Post number:  
Directorate:

Communities and Intelligence 
Unit:


Culture & Creative Industries 

Job purpose 
This role will coordinate a programme of cultural & heritage engagement activity around the commemoration of the centenary of the Representation of the People Act 2018 and the culture and education programme to complement the commission of a statue in Parliament Square commemorating Millicent Fawcett by British artist, Gillian Wearing OBE.
Principal accountabilities

1. Lead and coordinate planning and delivery of a wrap-around programme of cultural and heritage events to commemorate the centenary of the Representation of the People Act 2018 and in partnership with external organisations and local boroughs.

2. Coordinate the suffrage education programme to complement the commission of the statue of Millicent Fawcett in collaboration with the GLA Education and Youth team and partners across London.

3. Develop a regional network of key partners from across a number of sectors including heritage, civic engagement, women’s and girls’ rights and education in order to maximise the potential for organisations as part of the GLA’s culture and heritage programme.

4. Keep internal GLA teams updated on the progress of the project and to act as a point of
              contact regarding the internal promotion and awareness of the project.
5. Research, write and prepare content of programmes, prospectus and other  

publications; manage content for press releases and briefings alongside  

working with writers/designers to edit and update information when required.
6. Provide secretariat and general administrative support for the education programme and events programme, including planning, organising and recording actions from meetings with the project team and partners.

7. Manage all website updates, shared resources and content development and the delivery of regular e-bulletins working alongside the GLA Digital team. This will include writing social media communications on platforms including Facebook and Twitter.

8. Coordinate and support delivery of the marketing and PR strategy in collaboration with GLA 

marketing team and other GLA colleagues. 
9. Realise the benefits of London’s diversity by promoting and enabling equality of opportunities and promoting the diverse needs and aspirations of London’s communities. 

10. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams.

11. Manage resources allocated in accordance with the Authority’s policies and Code of Ethics and Standards.

Key relationships
Accountable to:
Culture Legacy Manager
Accountable for:  
Resources allocated to post.
Principal contacts:   
Culture team, External Relations, Communities, Social Policy, Education and Youth teams, marketing and digital teams, external PR and media consultants, London-based culture and heritage organisations, borough officers.  
Person Specification
Technical requirements/experience/qualifications

1. Demonstrable knowledge and experience of heritage and culture activity in London.
2. Experience working on and supporting projects in a complex political environment, including working closely with public figures or senior management.
3. Experience managing cross-sector partnerships (e.g. culture, heritage, voluntary sector, local authority, commercial)
4. Strong track record of successful planning and delivery of large scale, high profile cultural events and projects with multiple partners.
5. Experience of developing and implementing integrated communication strategies, working with the media, and managing communications campaigns related to the cultural sector.
6. Experience of writing promotional and marketing materials including drafting and editing copy and correspondence for a wide and varied readership including social media.
BEHAVIOURAL COMPETENCIES

Building and Managing Relationships

...is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 

Level 3 indicators of effective performance

· Actively engages partners and encourages other to build relationships that support GLA objectives
· Understands and recognises the contributions that staff at all levels make to delivering priorities
· Proactively manages partner relationships, preventing or resolving any conflict
· Adapts style to work effectively with partners, building consensus trust and respect
· Delivers objectives by bringing together diverse stakeholders to work effectively in partnerships
Strategic Thinking

...is using an understanding of the bigger picture to uncover potential challenges and opportunities for the long term and turning these into a compelling vision for action. 

Level 2 indicators of effective performance

· Works with a view to the future, prioritising own and others’ work in line with GLA objectives. 
· Briefs and prepares team to accomplish goals and objectives
· Understands what specific actions need to be taken to contribute to organisational objectives. 
· Shows consideration for wider organisational implications of personal work. 
Communicating and Influencing 
…..is presenting the information and arguments clearly and convincingly so that others see us as credible and articulate and engage with us; 

Level 2 indicators

· Communicates openly and inclusively with internal and external stakeholders

· Clearly articulates the key points of an argument, both in verbal and written communication

· Persuades others, using evidence based knowledge, modifying approach to deliver message effectively

· Challenges the views of others in an open and constructive way

· Presents a credible and positive image both internally and externally

Planning and Organising 

...is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard. 

Level 2 indicators of effective performance

· Prioritises work in line with key team or project deliverables

· Makes contingency plans to account for changing work priorities, deadlines and milestones

· Identifies and consults with sponsors or stakeholders in planning work

· Pays close attention to detail, ensuring team’s work is delivered to a high standard

· Negotiates realistic timescales for work delivery, ensuring team deliverables can be met

Research and Analysis

...is gathering intelligence (information, opinion and data) from varied sources,making sense of it, testing its validity and drawing conclusions that can lead to practical benefits. 

Level 3 indicators of effective performance

· Expands networks to gain new information sources for research and policy development
· Identifies and implements methods to ensure intelligence is of a high quality
· Encourages others to analyse data from different angles, using multiple perspectives to identify connections and new insights.
· Tailors research investment in line with likely impact for Londoners and policy priorities. 
· Retains a bigger picture view, ensuring research recommendations are appropriate and practical for the GLA and its stakeholders. 
Organisational Awareness

...is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.

Level 2 indicators of effective performance

· Challenges unethical behaviour

· Uses understanding of the GLA’s complex partnership arrangements to deliver effectively.

· Recognises how political changes and sensitivities impact on own and team’s work.

· Is aware of the changing needs of Londoners, anticipating resulting changes for work agendas.

· Follows the GLA’s position in the media and understands how it impacts on work.
Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
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