ROSSLYN CHAPEL TRUST

JOB SPECIFICATION
Post: Community Outreach Officer
Organisation: Rosslyn Chapel Trust

Contract: Full Time
Reporting to: Education Manager
Location: Rosslyn Chapel, Roslin, Midlothian
Background

Rosslyn Chapel Trust has recently undergone a significant project to conserve Rosslyn Chapel and improve visitor facilities at the site. This presents opportunities to develop activities at the site.  To this end we are looking to recruit a creative individual to assist the Education Manager in widening the range of experiences for visitors to the chapel.   This is not a desk-based job.  The successful candidate will be expected to have a flexible approach, and be willing to work at times and dates that meet the needs of youth, family and adult  learners – such as evenings, weekends and holiday times. 
Purpose of the Job
· To encourage new audiences and our existing community to visit and engage with Rosslyn Chapel.  
· To promote and develop a new volunteering programme for Rosslyn Chapel

Main Activities/Responsibilities
· Devising and maintaining a series of talks, outreach visits, tours and events to raise general awareness and understanding of the chapel in the local community
· To develop and maintain partnerships with key community groups, networks and schools to facilitate and encourage involvement by under-represented audiences
· To work in partnership with the existing Chapel staff team to recruit, train and support a team of volunteers to assist with education and interpretation work.

· Assist with the development of our  Junior Tour Guides to act as ambassadors for the chapel’s education and outreach work

· To research and develop partnerships with Midlothian Ranger Service and other key community groups to develop walks in the surrounding Roslin Glen and Roslin village area.
· To engage with, and organise events with the local community in order to enhance community “ownership” of the Chapel.
· Duties will include assisting with the overall management of visitors during peak times. As a small, multi-tasking team, duties will at times include assisting with all areas of visitor services such as administration, tour bookings, sales and health and safety. 
Person Specification

Essential:

· Training/qualification relevant to the post – e.g. education, heritage, tourism, history or art.

· Previous experience in delivering  outreach work or guided tours in a heritage setting
· Experience of working with volunteers

· Excellent communication, administrative and organisational skills and experience.
· An ability to work effectively and flexibly as part of a small team.
· An enthusiasm for and commitment to widening involvement in heritage.
· Good IT skills.
· Ability to work flexibly, including evenings, weekends or public holidays.
Desirable:

· Interest in developing outdoor walks and nature learning. 
· Visual arts/crafts expertise.
· PVG scheme membership
· Clean driving licence.
Disclosure
As this post will involve substantial access to children and young people under 18, the post holder will be required to undergo an enhanced Disclosure check and obtain PVG scheme membership.
Pay and Benefits

Working Hours: 35 hours per week worked flexibly on a five days over seven model
Salary: £16-18K, depending on  qualifications and experience
How to Apply
You can download an application form from the learning section of our website, then save it onto your computer. Look for the section called Vacancies at the left side of the Learning home page.
