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April 2019
Dear Enquirer
Vacancy for Learning Coordinator

Thank you for inquiring about the above opportunity. The closing date for receipt of
applications is 10am on Monday 20 May 2019, and interviews will be held at MK Gallery in the
week commencing 27 May.

Enclosed you will find:

1 MK Gallery general information
Job description and person specification
QOutline terms and conditions of employment
Tips for completing your application
Recruitment Monitoring Form
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The application process for this post is by CV and written statement. Your CV and written
statement will be judged against the person specification, which is the list of requirements for
this post. You should ensure your application addresses each point of the person specification,
giving details of the relevant skills and experience you have in each of these areas. Please also
complete and return the Recruitment Monitoring Form. This form is managed wholly separately
from your application and the information you provide is only used to gauge how effective we
are in being open and inclusive.

Commitment to equality and diversity
MK Gallery aims to have a workforce that represents a variety of backgrounds and cultures and
can provide the relevant knowledge, abilities and skills for the organisation.

Anyone who meets the requirements of this job is eligible for employment within MK Gallery
irrespective of age, disability, employment status, gender, health, marital status, sexual
preference, membership or non-membership of a trade union, nationality, race, religion, social
class or other non-job-relevant personal characteristics.

We make every effort to eliminate discrimination, direct and indirect, from our recruitment and
selection process. Where applicable, reasonable adjustments will be made at each stage of the
recruitment and selection process as required to reduce any potential barriers faced by
applicants and to give them equal access to employment opportunities. If you need this
application pack in a different format or would like to submit your application to us in a different
way, e.g. by video or sound file please contact me on 01908 558321, kchadwick@mkgallery.org
or at 3 Theatre Walk, Central Milton Keynes, MK9 3PX.

MK Gallery is committed to the Disability Confident employer scheme. Where a disabled
applicant meets the essential criteria within the person specification for any of the Gallery’s
vacancies, he or she will be guaranteed an interview.


http://www.networkrail.co.uk/who-we-are/diversity-and-inclusion/
mailto:kchadwick@mkgallery.org
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Due to the high volume of applications we receive, we are unable to make individual responses
to applications. If you have not heard from us by three weeks after the closing date you should
assume you have not been shortlisted.

If you have questions, or would like an informal chat about the role, please get in touch. We look
forward to receiving your completed application and thank you for your interest in the vacancy.

Yours faithfully,
Kate Chadwick

Deputy Director
General information for applicants
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MK Gallery is a registered charity and limited company. It is situated just 30 minutes by train
from central London. MK Gallery has had over 350,000 visitors since it launched, and is
regarded as one of the UK’s major contemporary art venues. For more details, visit

www.mkgallery.org.

MK Gallery reopened to the public on 16 March 2019 after a period of major expansion. The
expanded facilities, designed by 6a architects, in close collaboration with artists Gareth Jones
and Nils Norman, enables the organisation to build audiences, develop sustainable revenue
streams, and respond to cultural need in the city and region - Milton Keynes is among the
fastest growing urban areas in the country.

The development included:

1 The creation of a sequence of five spectacular new double height exhibition galleries,
the first over 9 metres high, the others 6 metres high, providing space for major
exhibitions of all kinds, with state of the art environmental conditions.

1 The Sky Room, a fully flexible perfectly equipped new auditorium on the upper floor for
up to 300 people, with spectacular views over Campbell Park and the surrounding
countryside, which will be used amongst other things as the first independent cinema
for Milton Keynes, programmed with Curzon Cinemas.

1 Alarge community and learning studio, leading out into a playscape designed by Jones
and Norman.

1 A new independent café and shop facing a new garden integrated within City Club.
1 A new entrance with a colour scheme that revives the original gallery ‘sandstone and

terracotta’ facade of 1999 with additional iconic signs from early Milton Keynes: a large
red neon heart, the first ever logotype for Milton Keynes and a double headed axe, signs


http://www.mkgallery.org/
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which are part of a homage to the city’s iconic original design. These tributes continue
around the gallery through new commissions by Jones and Norman inspired by original
1970s planting schemes, city infrastructure, play equipment and public art.

MK Gallery’s mission is to provide access to high quality, innovative and thought-provoking art
from around the world and through its programme, stimulate participation and debate, and
building relationships between artists and audiences.

MK Gallery has three core values that support its mission:
1 Quality - By championing excellence we seek to raise ambition and build confidence.
1 Diversity - We welcome and actively support inclusivity.
1 Opportunity - We are a platform for the development and exchange of art and ideas.

To deliver these values the Trustees set themselves strategic objectives across five priority
areas: Audiences, Artists, Enrichment, Place and Sustainability. In 2017-18 MK Gallery
contributed to the achievement of these objectives in the following ways:

1. Audiences
1 MK Gallery sustained its pre-closure audience numbers from 2015/16 through increased
outreach work via its City Club programme and further development of its events and
learning programmes engaging with over 30,000 people.
1 MK Gallery continued to develop a dialogue with audiences with digital technology
being used across 25% of its learning programmes including early years, family learning
and schools.

2. Artists
1 33% of Project Space exhibitions were dedicated to presentations by early career artists
and 13% of exhibitions were by disabled artists or produced in collaboration with
organisations that work with people affected by disability.
1 MK Gallery’s Scratch Nights provided more than 71 opportunities for female artists (39%
of the programme) and 14 opportunities for BAME artists and performers (12% of the
programme).

3. Enrichment

1 MK Gallery’s family in residence programme continued to identify and connect with new
and hard to reach communities across Milton Keynes. This year saw collaborations with
four families reaching audiences with little or no previous history of engaging with the
Gallery.

1 MK Gallery supported 14 children to achieve their Arts Award through its core
programmes. In addition approximately 384 children were supported on their Arts
Award journey through the Gallery’s sustained relationships with schools.

4. Place

1 Construction work started on the MK Gallery site to deliver its expanded facilities with
the sub- and superstructure both being completed by the year end.

1 MK Gallery managed a six month collaborative project of over 300 primary school
children, 13 teachers and 5 cultural organisations to explore place-making and what this
means to children and young people in Milton Keynes. The project culminated in an
exhibition Space to Re:Place in June 2018.
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5. Sustainability

1 Progress was made towards the Gallery’s capital fundraising with 96% of the total target
in place.

1 MK Community Foundation and Paul Hamlyn Foundation funding secured within the
year enabled the Gallery to develop a new programme supporting individuals with
medium to extreme complex needs to fully participate in our family programme. The
programme will run for three years from 2018-19. .



KGaIIery

MK Gal
St aff

ery

Structure

HEAD OF
LEARNING
(0.8)

LEARNING
MANAGER
0.8

EXHIBITION

CITY CLUB

CREATIVE

PRODUCER
(fixedterm)

MANAGER

LEARNING
COORDINATOR
(0.6)

CURATOR OF
INCLUSION

(0.6)

FREELANCE
ARTISTS
POOL

EXHIBITION

FREELANCE
TECHNICIANS
POOL

COORDINATOH

HEAD OF

| DIRECTOR
1]
DEPUTY ADMINISTRATOF
DIRECTOR AND
DEVELOPMENT]
COORDINATOR
VISITOR FINANCE
CURATOR OF EXPERIENCH | ADMIN(I)SGTRATOR
PUBLIC MANAGER (0.6)
PROGRAMME
VOLUNTEER
COORDINATOR
VISITOR ] ©.8
EXPERIENCE NEW POST
DUTY
MANAGERS —  FACILITIES
TECHNICAL
MANAGER
VISITOR |
EXPERIENCE
ASSISTANTS FACILITIES &
Casual/PT TECHNICAL
COORDINATOR|
——  FREELANCE
RETAIL
MANAGER
(0.6)

*All Gallery employee posts are full time unless otherwise sta

DEVELOPMENT &
COMMUNICATIONS

EVENTS AND

CORPORATE

DEVELOPMEN
MANAGER

MARKETIN®
PRMANAGER

FREELANCE
FUNDRAISER




tKGallery

Job Description

Post: Learning Coordinator
Hours: Full-time (37.5 hours)
Accountable to: Head of Learning
Salary: £22,000

Summary

The Learning Co-ordinator is responsible for helping to shape and coordinate MK Gallery’s
Learning Programme. The Learning Co-ordinator, with delivery support from a range of
freelance contacts as required, develops and coordinates interpretative information, events,
activities and projects in an informal and formal context that enable children and young people,
parents, carers, families, schools and communities to engage with the arts.

Programme

1

To oversee the coordination and delivery of the Learning Programme with
responsibility for the planning, delivery, liaison, communication and evaluation of a
number of key programme areas working within formal and informal learning
contexts

To work closely with the formal education sector maintaining a good working
knowledge of the National Curriculum

To manage the general administrative processes related to delivery across the
programme

To support young people to achieve their Arts Award by co-ordinating and facilitating
appropriate activities

To support schools in achieving their Artsmark via the Schools Programme by co-
ordinating activities and maintaining ongoing school relations.

To keep up to date with best practice within gallery education nationally

To manage the activities of contractors and freelance staff (speakers, artists, etc) in
the provision of gallery visits, activities, events and projects.

To write copy and interpretative literature for marketing of the Learning Programme,
liaising closely with the Head of Learning and Head of Development and
Communications on the production and distribution of all learning programme
promotional material.

To document and evaluate the programme and supply regular participant and artist
feedback to the Head of Learning.

To manage agreed project budgets in liaison with the Head of Learning.

To carry out the responsibilities of the post with due regard at all times to the policies
and procedures on health and safety, security, child protection, equality & diversity.

2. Partnerships / Networks

il

To extend MK Gallery’s reach by liaising and developing external partnerships and
projects
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Develop opportunities to partner with external agencies and participate in national
schemes/events that enrich MK Gallery’s Learning Programme e.g. Children’s Art Week,
The Big Draw, MKCEP for example

Work with groups and organisations in both the formal and informal education sector
including family centres, primary schools, home education groups, family networks and
access groups

Represent the Gallery at meetings, conferences and other events as agreed with the
Head of Learning and Gallery Director.

3. Finance and Administration

1 Oversee and monitor budgets in liaison with the Head of Learning

1 Identify funding income streams and support the development of applications preparing
application material in liaison with the Head of Learning

1 To identify earned income streams for the learning programme working to achieve
annual income targets in liaison with the Head of Learning and Deputy Director.

1 Monitor and evaluate the Learning Programme in order to provide the Head of Learning,
Deputy Director and Director with data for the purpose of reporting and performance
monitoring.

1 Ensure that adequate risk assessments are conducted for the programme and that the
resultant recommendations are implemented.

1 Ensure that health & safety and equal opportunities policies and procedures are adhered
to including the Gallery’s Child Protection Policy, H&S and Access policies.

4. General

1 To undertake any other duties as may be reasonably required by the Director.

1 To carry out his/her responsibilities with due regard to the MK Gallery security, Health
and Safety, Child Protection and Equal Opportunities Policies and Procedures at all
times.

1 To provide his/her own clerical support.

Level of Working Contact

All MK Gallery staff

Education staff in Milton Keynes Council, educational establishments, other partners and
agencies

Education and outreach staff in arts organisations

Teachers, students and pupils

Children and families

Practitioners in the arts & professional arts contacts

Gallery visitors/general public



tKGallery

Person Specification

Experience | Previous experience of programming or delivering educational activities and
projects

Experience of overseeing the work of staff, freelancers, contractors or volunteers

Experience of managing programme related administration, overseeing multiple
projects simultaneously and working to deadlines

Other Skills, | Awareness of the legal issues around working with children and young people
Knowledge

and Understanding of the structures, priorities and key issues for the formal and
Relevant informal learning sectors

Qualificatio

ns Excellent time management and organisational skills

Excellent verbal and written communication skills, able to communicate with a
broad range of people

Analytical skills - writing reports and summaries

Proven IT skills including confidence in MS Office Software and ideally also web




