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Purpose

To be responsible for the programming, planning, organisation, administration and delivery of HOME’s Access and Work Based Training strand, which aims to develop and implement access across the organisation, develop employability skills, contribute to the cultural sector’s next generation work-force, and diversify the workforce at HOME through a programme of supported volunteering and work based learning by:

· Raising ambition and developing skills through ethical and high-quality apprenticeships, internships, work placements and volunteering opportunities across the organisation.

· Working in partnership with education and training establishments.

· Offering bespoke and dynamic career development opportunities for people with talent and drive.

· Developing confidence and key skills amongst people who have been long term unemployed.
· Managing a programme of work to ensure all aspects of the programme and building are accessible for all.

· Oversee access training.

Responsible to:
Head of Creative Development
Responsible for:
Programming, planning, organisation, administration and delivery of HOME’s Access and Work Based Training strand.

Salary
£26,000 

Hours of work
GMAC Ltd has a standard working week of 40 hours inclusive of meal breaks.


Exact hours of work as required by demands of the post.


Overtime payments will not be made, however time off in lieu, with the agreement of the Head of Creative Development, will be available to cover any additional hours worked.
Probationary period
3 months

Period of notice
1 month will apply to both employer and employee

Holidays
25 days p.a. plus statutory holidays

Pensions
GMAC Ltd operates a company pension scheme that is available to all staff

How to apply

Please complete the HOME application form telling us how you meet the Person Specification for this role and return with a completed Equal Opportunities questionnaire.

The deadline for applications is Friday 14th January 2022 12noon
First Interviews will take place the week commencing 24th Jan 2022 

Please email a PDF copy of your application to: recruitment@homemcr.org
Unfortunately, we cannot acknowledge receipt of applications.

HOME strives to be an equal opportunity employer, committed to diversity and inclusion in the workplace
Main Duties

1.  In collaboration with staff across the organisation, to programme, plan, organise and deliver HOME’s Access and Work Based Training strand, inclusive of apprenticeships, internships, work placements and volunteers and all access requirements. 
2. To recruit, select, monitor, support and organise training for all apprentices, interns, work placements and volunteers, ensuring they are appropriately matched to roles.

3. To work closely with Creative Development team members to ensure that opportunities are targeted towards young people and community members we are working with where appropriate.

4. To ensure appropriate staff are trained and/ or supported to enable them to support and develop apprentices, interns, work placements and volunteers.
5.  To ensure all staff and volunteers are kept aware of best practice in relation to access and work based training and of any changes in legislation that relate to these strands.

6.  To develop accessible pathways for the career development of apprentices, interns, work placements and volunteers we work with at HOME, supporting them in their endeavours beyond our programmes.
7.  To develop strategic partnerships and relationships with community groups and City Council culture teams in order to ensure HOME’s programme and associated opportunities reach out across the city and into the other 9 boroughs of Greater Manchester.

8. To work with Communications staff to ensure suitable publicity and other promotional material is produced and distributed to promote the Access offer and Work Based Training strand activity.

9. To write copy and oversee the provision of appropriate documentation for the Access and Work Based Training strand, including the development of online content. 

10. To manage and control the Access and Work Based Training budget in liaison with the Head of Creative Development and to assist in raising additional financial support for special projects and events when necessary.
11. To implement and oversee an access programme, working in partnership with other departments to ensure the programme and building are fully accessible.
12. To deliver access training to staff. 
13. To maintain monitoring and record keeping systems and to evaluate work and prepare material for the written reports for HOME's Board and funders.
14. To represent HOME at relevant conferences and events and be an advocate for this programme of work internally, locally, regionally and nationally.
15. In association with the Head of Creative Development and other staff, to contribute to the development of the Access and Work Based Training strand of our Creative Development Strategy, inclusive of updating policies for this.

16. To ensure that all activity is planned and delivered according to HOME’s Health and Safety, Child Protection and Safeguarding policies and that all people who need to be DBS checked as part of our work are vetted before undertaking activity with us.
17.  Implementing GMAC policies, in particular those around diversity and access.
18. To work collaboratively and supportively as a member of the Creative Development Team, playing a key role in developing and delivering an integrated, inclusive, vibrant and creative programme of work.
19.  Carrying out other duties as deemed appropriate by the Head of Creative Development and Director & CEO.
120.  Working evenings and weekends as appropriate.

This job description is a guide to the nature of the work required of the Access and Work Based Training Manager.  It is not wholly comprehensive or restrictive and may be reviewed with the post holder and line manager as operationally required.
PERSON SPECIFICATION 

	                                                                   Essential 
	                                  Desirable 

	Experience 
	Experience of recruiting, supporting, training and managing apprentices, interns and work placements. 

Experience of providing accessible opportunities.

Experience of working on creative programmes. 

Experience of working with diverse groups of young people, especially in terms of supporting individuals with additional needs and learning disabilities. 

Experience of managing budgets. 

Experience of managing freelance artists and junior assistant staff. 


	Working in an arts organisation. 

Delivering projects in partnership with other organisations. 

Facilitating creative consultation sessions and creative workshops. 

Preparing and presenting reports. 

	Knowledge/Interests 
	Knowledge and understanding of contemporary theatre, visual arts and/ or film culture. 

Knowledge of access needs for an arts organisation.

Up to date knowledge of the national apprenticeship scheme. 

Up to date knowledge of work based training schemes and best practice. 

Up to date knowledge of legalities and best practice around safeguarding vulnerable adults and child protection. 
	Undertaken child protection and safeguarding training. 

Undertaken disability awareness training. 

Undertaken apprenticeship management/ mentoring related training. 

Undertaken Arts Award Advisor training. 

Familiar with cultural provision in Greater Manchester region. 

	Practical & Intellectual Skills 
	Ability to work on own initiative and prioritise and organise workload. 

Excellent team working skills. 

Excellent time management and organisational skills. 

Ability to work under pressure, remain calm and meet deadlines. 

Excellent communications skills both written and verbal. 

Flexible and imaginative approach to communicating ideas and skills. 

Excellent people skills. 

Numerate. 

Computer literate in word processing and use of spreadsheets and database programmes. 

Skilled in the use of web tools such as Google forms as well as internet communications and research tools.
	Undertaken Excel training. 


	
	
	

	
	

	Disposition & Attitudes 
	A collaborative outlook to working across the organisation and with external partners. 

Flexible, creative and innovative approach to working in a variety of contexts both formal and informal. 

Committed to creating great experiences and opportunities for diverse groups of people. 

A friendly and open personality with the ability to communicate with a diverse range of people. 

Ability to travel throughout Greater Manchester region. 

Understanding of and proven commitment to equal opportunities, diversity and social inclusion. 


	

	Personal Circumstances 
	An informed interest in HOME’s programme. 

Able and willing to work flexible hours, including regular evening and weekend work.

Ability to travel throughout Greater Manchester region. 

This post is based in Manchester. 

Willing to complete an Enhanced Disclosure criminal records check through the Disclosure and Barring Service if selected for this post. 
	


Access and Work-Based Training Coordinator
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