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JOSEPH COWEN LIFELONG LEARNING CENTRE
 CO-ORDINATOR FOR EXPLORE LIFELONG LEARNING 
Joseph Cowen Lifelong Learning Centre is looking for a Co-ordinator for Explore Lifelong Learning.  You will provide comprehensive administrative support, communication with members, tutors and other contacts, and support for Directors of Joseph Cowen Lifelong Learning, to ensure the smooth running and ongoing success of Explore.
We need someone highly competent in IT, with excellent organisational skills, ability to organise and prioritise their own work and to work independently and flexibly, and with excellent communication and interpersonal skills.
The post is part-time, 15 hours per week for 36 weeks per academic year, including three 10-week academic seasons plus 6 additional weeks as required and mutually agreed.  You will be expected to be in the Explore office on at least 3 days per week during academic seasons; hours are flexible.  Starting salary is £10.50 per hour
Joseph Cowen Lifelong Learning Centre is a community interest company founded in August 2013, with the aim of enriching lives by providing outstanding opportunities for lifelong learning for people in the North East.   We currently have over 200 members, and provide over 450 classes a year, delivered by highly regarded academics, writers and practising artists.  Our educational programme includes art history, practical art, archaeology, astronomy, classics, politics, literature, history, mathematics, music, philosophy, science and more.   
We are based in Commercial Union House, Pilgrim Street, Newcastle upon Tyne, opposite the Tyneside Cinema and convenient for public transport.
Further information about Explore may be found on our website www.weareexplore.org
For further information and job description, or to arrange an informal discussion or visit, please email  josephcowencentre@gmail.com
Applications by cv including names of 2 referees to Dorothy Stainsby at josephcowencentre@gmail.com
Closing date: 29th July
We hope to interview w/c 15th August, - please let us know any dates when you are unavailable
Starting date Monday 19th September
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