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Information pack

Schools Engagement Manager
ActionAid UK

[image: image1]We’re ActionAid. We’re people who are dedicated to ending the extreme poverty that kills 10 children every minute of every day. We’re a charity and much more. We’re a partnership between people in poor countries and people in rich countries – all working together to end poverty for good.

ActionAid is an international development charity. Formed in 1972 we have been growing and expanding to where we are today - working with over 13 million of the world's poorest and most disadvantaged people in 42 countries worldwide.
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Team Information
We are one of Action Aid’s most established teams working with young people between the ages of 5 – 24 and teachers. 

We have a unique partnership with a tribal community in southern India from which have come a range of award winning educational resources known as Chembakolli. Chembakolli has been used by 70% of primary schools and forms a unit of study for the primary geography curriculum.

We are currently re-invigorating our schools out-reach work delivering engaging presentations and workshops to schools on a number of key issues including Chembakolli, climate change, and the work of ActionAid.

We currently run two action-based programmes. One known as ‘Send My Friend To School’ based on the global commitment to education for all by 2015 and ‘PowerDown’, which promotes energy reduction in schools.

Team Structure
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Job Description and Person Specification

	Job title
	Schools Engagement Manager
	Location
	London

	Contract type
	Permanent
	Contract length
	Permanent

	Starting salary
	Band 5 
	Date
	February 2011


	Context

	ActionAid UK helps to build knowledge and understanding of global poverty and the work of ActionAid in schools. We work with teachers to provide curriculum linked resources, workshops and talks.

We have developed our own distinctive participatory learning methodologies that help young people explore and analyse global issues and we offer teachers and young people opportunities to show solidarity with their peers around the world in the fight for global justice. 

We also work with teachers and education policy makers to build a school culture and curriculum where global learning is a key part of the ethos


	Main purpose of the role

	You will be part of a communications team charged with building ActionAid’s profile and a developing a constituency of support for international development. 

We are looking for an experienced manager in the educational sector who will be responsible for development and implementation of the schools programme. Currently this includes the development and promotion of digital learning materials, the development, marketing and promotion of ‘paid-for’ resources, a talks and workshops service and the promotion of child sponsorship in schools. You will be managing two full-time members of staff with additional support from a network of around 40 qualified teachers who work directly in schools.




	Management and key relationships

	Staff managed

	Schools writer, Schools programme assistant

	Reports to

	Head of schools and youth engagement

	Key Relationships

	Multi-media team, supporter services and fundraising.


	Main Duties


	Duty
	% Time


	1
	Contribute to the strategic development of the schools engagement programme.
	5%

	2
	Manage the delivery of the schools engagement programme, ensuring project plans are written and signed off, staff capacity is allocated with additional freelance support if necessary, ensuring that deadlines and budgets are met and that monitoring and evaluation is in place.
	50%

	3
	Take the lead role in at least two of the following areas: 

· e-communications 

· writing learning materials 

· marketing and promotions 

· co-ordination of the talks and workshops service

· supporting child sponsorship in schools


	40%

	4
	Provide line management support for at least 2 members of staff
	5%


	Person Specification

	Knowledge, skills and experience: key requirements

	
	Requirement
	Evaluation


	1
	Project management in the educational sector in the UK including the management of staff and liaison with teachers at senior management level.
	App, Int

	2
	Able to demonstrate knowledge and interest in global development issues and current affairs
	Int

	3
	Experience in at least two of the following areas:

· e-communications 

· writing learning materials 

· marketing and promotions 

· developing talks and workshops for schools


	Application/Int

	4
	Excellent verbal & written communication skills with proven ability to engage a range of audiences including teachers and learners
	App Test

	5


	Experience of commissioning and briefing freelance staff and/or volunteers
	App

	Competencies


	
	Requirement
	Evaluation

	1
	Effective use of project management techniques
	Int

	2
	Good organisational and prioritisation skills
	Int

	3
	Demonstrates good knowledge of the schools audience and able to communicate with them in an engaging and effective manner
	App Test 

	4
	Demonstrates self motivation and resourcefulness
	Int

	5.
	Strong sense of ownership and responsibility of work and duties
	App Int

	Knowledge, skills and experience: desirable

	
	Requirement
	

	1
	Qualified teaching status in the UK
	App

	2
	Experience of working in both primary and secondary schools
	App & Int

	3
	Experience of development work in other countries or experience of working in schools in other countries.
	App 

	4         
	Experience of working with educational policy makers in the UK
	App

	5
	Experience of running in service training and professional development
	App & Int


Terms and conditions of employment at ActionAid
· Contract Status:

Permanent 
· Place of work:

33-39 Bowling Green Lane, London EC1R 0BJ                                             
· Salary:


£34,175 to £36,587 per annum (Grade 5)
· Probation period:

Six months
· Notice period:

1 month during probationary, 3 months thereafter

· Working hours:

35 hours flexible working week

Benefits include:

· 27 holidays per calendar year 

· Group Personal Pension Plan - employer contributes 10%, employee 3%;
· Flexible working hours and family friendly policies
· Interest free season ticket loan
· 5 day holiday purchase scheme
· Child care vouchers
· Corporate membership of local gym
· Bike2Work Scheme
How to Apply:
Interested in applying? Then please send your CV, a covering letter to outline your suitability for the role, and an equal opportunities form to jobs@ActionAid.org. Please address your covering letter to ‘The Recruitment Team at Action Aid’ quoting reference 002. 
This is a UK based role. Please confirm in your covering letter that you are eligible to work in the UK. If you are chosen for interview then you will be asked to bring with you the original documentation stating that you have the right to work in the UK.
ActionAid warmly welcomes applications from all sections of the community and we aim to promote diversity. Registered charity number: 274467

Please note that as part of the selection process we may ask you to undergo an appropriate level of police disclosure check through the Criminal Records Bureau (CRB).
Closing date: Friday, 4th February 
Interviews: Thursday 17th February 
Head of Schools & Youth





Schools Writer








Schools Campaign Manager





Youth Engagement Manager





Schools Engagement Manager





Programme Support Officer








� Please note ActionAid reserves the right to increase or reduce the number of staff managed according to the needs of the organisation.


� Please note ActionAid reserves the right to change the line of management according to the needs of the organisation.


� Please note these percentages are an indication only of the weighting of the duties.


� This is relevant for recruitment purposes and sets out how a candidate will be assessed against requirements. Options are application form (App), interview (Int) or test (Test)


� Competencies articulate the behaviours which an organisation expects its staff to demonstrate in the course of their work both to reflect organisational values and add significance and worth.
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