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JOB DESCRIPTION
JOSEPH COWEN LIFELONG LEARNING CENTRE
 CO-ORDINATOR FOR EXPLORE LIFELONG LEARNING 
JOB SUMMARY:
To provide comprehensive and responsive administration and co-ordination of the Joseph Cowen Lifelong Learning Centre and the Explore programme.
WORKING HOURS:
Fifteen hours per week for 36 weeks per academic year.  This to include three academic seasons of 10 weeks plus an additional 6 weeks as required and mutually agreed.
The postholder will be expected to be in the Explore office on at least 3 days per week during academic seasons.  
SALARY:
Starting at £1o.50 per hour 
KEY RESPONSIBILITIES AND DUTIES:
Administration
· To support the Explore educational programme by;
· Liaison with the programme leads and programming team
· Liaison with tutors to confirm bookings, provide necessary information, send session reminders, confirm equipment requirements
· Implementing a system to identify room requirements in a timely manner to ensure that appropriate accommodation is booked
· Handling session changes and cancellations
· To develop and maintain accurate databases of Explore members and tutors, so as to provide membership and mailing lists, other required contact lists and required information for Explore and Joseph Cowen CIC, acting in accordance with data protection legislation and organisational policies.
· To ensure recording of attendance at Explore classes, and to provide attendance data as required for regular and ad hoc reports.
· To ensure that rooms and IT equipment are set up for Explore classes.
· To provide a ‘front of house’ function for Explore, working with a volunteer team. 
· To support the Chair and Company Secretary of JCLLC-CIC as necessary by providing reports and information.
· To attend Directors’ and other meetings by invitation. 
· To develop and maintain central filing systems (electronic and/or paper as required) to support the functions of the Joseph Cowen Lifelong Learning Centre, including training of users as required.
· To provide systems for member enrolments for the Explore programme as required, including specific courses and events

Communication 
· To provide a warm and personal face of Explore to members and contacts
· To be a point of contact for JCLL-CIC Directors, Explore members and tutors, ensuring timely communication of required information, in particular a weekly bulletin of the Explore programme.
· To co-ordinate all information sent to members and other mailing lists.
· To respond to contacts and enquiries (in person, by telephone, letter or e- mail). 
· To maintain and update the Explore website and documentation

Volunteers
· To work with Directors to develop and co-ordinate a volunteer programme to support and enhance Explore activities and functions.

Health and Safety
· To work with the Director responsible for Health and Safety to support implementation of Health and Safety policies and procedures, in collaboration with Ampersand Inventions.
· To conduct themselves in accordance with JCLLC-CIC Health and Safety policies and procedures, taking a pro-active approach to ensuring adherence, and ensuring that any serious Health and Safety issues are reported to the Board through the Director responsible.

Financial
· To develop and maintain systems to provide necessary information for the Finance Director in a timely manner, to ensure payment of invoices 
· To assist as required with compilation of reports.

Other appropriate duties as required.
ACCOUNTABLE TO:
Chair and Directors of Joseph Cowen Lifelong Learning Centre CIC, through a designated Director.
LIAISES WITH:
Explore students, volunteers and tutors, members of JCLLC-CIC.
Ampersand Inventions (Landlords of JCLLC-CIC at Commercial Union House)
BD Studios, Broadacre House and other providers.

TERMS AND CONDITIONS
The postholder will be required to support and comply with all relevant policies of JCLLC-CIC 
Joseph Cowen LLC CIC undertakes to comply with relevant statutory requirements
PERSON SPECIFICATION
Essential
· Educated to A level or equivalent.
· Excellent numeracy and literacy skills
· Highly IT competent, including MS Office, email systems, website management using simple drag-and-drop website building, and bulk mailing systems e.g. Mailchimp
· Excellent organisational skills
· Ability to organise and prioritise own work, and to work independently and flexibly 
· Self-motivated and able to use own initiative
· Excellent communication and interpersonal skills
· Commitment to the spirit and purpose of lifelong learning
Desirable
· Education to degree level
· Formal vocational qualification (e.g. RSA level 3)
· Ability to set up and interrogate databases e.g. MS Access
· Track record of managing a small office
· Experience of working in a third sector, educational or cultural organisation
· Desktop publishing skills
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