
September 2013
Dear Applicant,
Please find enclosed an application pack for the position of Young People’s Coordinator at the South London Gallery. The pack includes:
· Job Description
· Person Specification
· Application Form
· Equal Opportunities Monitoring Form
· Guidance Notes for applicants
The closing date for receipt of completed applications is 10am Monday 7 October 2013. We regret that applications received after that time cannot be considered.
Please delete the pages before the application form, and the guidance notes after the form, and email just the completed pages of the form to mailto:recruitment@southlondongallery.org with the subject line: Young People’s Coordinator.

Interviews will be held on Wednesday 23 October 2013.  Shortlisted candidates will be contacted by phone or email and invited to attend.  If you do not hear from us by Friday 18 October 2013 please assume that you have not been shortlisted in this instance.
If you have any queries regarding the process please contact me on 020 7703 6120.
We look forward to receiving your application and thank you for your interest in the South London Gallery.
Yours sincerely,
Hiraani Himona
Deputy Director
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JOB DESCRIPTION

Job Title:
Young People’s Coordinator

Main purpose of the job:  The Young People’s Coordinator is responsible for leading and managing a programme of activities for young people, specifically managing the SLG’s young people’s forum, the Art Assassins, and the REcreative mentees (a mentoring programme for 16 – 18 year olds), as well as giving administrative support to engage young people with the REcreative online community.
Reports to:
Young People’s Projects Manager
Contract Type:
Part Time (0.8)/12 months fixed term with possibility of extension.
Hours
4 days/28 hours per week

Salary:
£23,000 pro rata (0.8)
Place of work:
65 Peckham Road, London SE5 8UH

Key Tasks and Responsibilities:

Facilitating Young People’s groups

1. Plan, develop and manage the SLG’s young people’s forum, the Art Assassins, with guidance and support from the Young People’s Projects Manager.

2. Work with the Art Assassins to devise and organise three public events a year as well as a programme of summer activities for young people.

3. Plan, develop and manage a programme of mentoring for 16-18 year olds.
4. Support the Young People’s Projects Manager to deliver an annual film school through the REcreative project.

Engaging Online Audiences 

5. Manage and produce content for the what’s on, monthly critics and opportunities pages of the SLG’s online community REcreativeUK.com.

6. Support the Young People’s Projects Manager to engage young people through REcreative’s social media platforms (Twitter, Facebook, Youtube and Instagram).
7. Facilitate young people’s involvement in the REcreative website through a series of schools’ talks and REcreative tours for 16 – 25 year olds, working alongside the Young People’s Projects Manager.
8. Update online information about the young people’s programme on the SLG website.

Administration

9. Work alongside the Schools’ Coordinator to meet, engage and recruit young people through local secondary school teachers.

10. Meet, engage and develop partnerships with local youth clubs and centres.

11. Work with the Marketing and Communications Manager to develop effective publicity and outreach material for the young people’s programme.

12. Keep secure and regularly update emergency contact information for any young people who access the SLG’s programmes.

13. Ensure all work with young people is carried out within the guidelines of the SLG’s child protection policy.

14. Implement consultation, monitoring and evaluation processes for the SLG’s young people’s forum and the REcreative mentees programme.

15. Manage projects within budget as agreed by the Young People’s Projects Manager. 

16. Contribute to reports on the young people’s programme as required for the Director, Trustees and funders.

Person Specification:

	
	Essential or Desirable
	Method of Assessment*

	Knowledge and Experience
	
	

	Excellent knowledge of the contemporary visual arts.
	E
	A, I

	Knowledge of current best practice in arts education.
	E
	A, I, T

	Knowledge and understanding of peer-led education projects.
	E
	A, I

	Previous experience of organising young people’s projects and running education workshops with young people in informal contexts.

	E
	A, I, T

	Proven ability to manage projects within budget.
	E
	A, I

	Knowledge of statutory education structures.
	D
	A, I

	Skills and Attributes
	
	

	An ability to take an innovative approach to engaging new audiences, including online.

	E
	A, I

	Excellent verbal and written communication skills, with the ability to communicate clearly to young people and other stakeholders at all levels.

	E
	A, I

	Strong IT and administrative skills, including writing for young audiences and the web. 


	E
	A, I, T

	A good understanding of the potential of social media to engage young people with contemporary art practice.

	D
	A, I

	A good eye for copy proofing and image quality.
	E
	A, I, T

	An ability to prioritize workload, balancing administrative and practical tasks.
	E
	A, I

	Flexible, self-motivated and the ability to work as a team member.
	E
	A, I


*A = application; I = interview; T = task which might be a pre-prepared presentation or a test on the day of interview.
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EMPLOYMENT APPLICATION FORM

The South London Gallery is working towards equal opportunities and welcomes applications from all sections of the community.

Before completing this form, please read the accompanying Guidance Notes.  

Post applied for:

PERSONAL DETAILS

	First name


	Surname

	Address



	Telephone number


	E-mail address


Job Sharing

Please indicate if you wish to be considered for this post as a job sharer

Yes (   No (
Eligibility to work in the United Kingdom

Do you need a work permit to work in the UK?

Yes (   No (
If yes, you will need to provide proof of your right to work once an offer of employment has been made.

Disclosure of: criminal convictions, cautions or bind-overs

Candidates are required to disclose details of all criminal convictions, cautions or bind-over orders that are not spent.  You must disclose all such matters but you can be assured that only those deemed relevant to the appointment will be considered.  

I declare below details of convictions, cautions or bind-over orders as follows:

Please do not include your name on any of the other pages in this application form. 

EMPLOYMENT
CURRENT OR MOST RECENT EMPLOYMENT

	Name and address of Employer


	Your job title


	Date of appointment


	Period of notice required or leaving date if no longer working



	Is this job:

Full time/part time.  If part time how many hours/week?

Paid/unpaid
Internship: Yes/No

Freelance: Yes/No

	Please provide a brief outline of your main responsibilities



PREVIOUS EMPLOYMENT
Please start with your most recent position, prior to the one above.  Continue on another page if necessary.

	Date of Employment
From       To
	Name and Address of Employer
	Your job title and brief details of main responsibilities (and state whether the post was paid or unpaid, and part or full time).

	
	
	


EDUCATION, TRAINING AND PROFESSIONAL QUALIFICATIONS
Please start with the most recent qualification and include any currently being pursued.
	Date obtained
	School, university, 
college etc.
	Qualifications obtained

	
	
	


SUPPORTING STATEMENT
Please write a statement explaining:
· why are you applying for this position and,
· if this is a part time role, how does this part time role fit with your other commitments. 

· drawing on your personal and work experience, education and training, how you meet the requirements set out in the person specification and job description.
Please write a maximum of 2 pages.
REFEREES

Please provide details of two people, not related to you, who will provide an employment reference for you.  One of these must be your current employer, or most recent if you are not currently employed.  The other should be a referee who can express a professional opinion on your work and your ability to perform the job for which you are applying.

	Name of organisation


	Name of organisation

	Address


	Address



	Referee’s name


	Referee’s name



	Job title/relationship


	Job title/relationship



	Email 


	Email

	Contact number


	Contact number


May we request a reference
May we request a reference

	
	at any time
	
	at any time


	
	only after an offer of employment
	
	only after an offer of employment


Please provide details of any special arrangements or adjustments you would require to enable you to participate in our selection process effectively:

South London Gallery
Equal opportunities monitoring form

In order to monitor the effectiveness of our equal opportunities policy we need to collect information which might identify possible direct and indirect barriers to employment. The information provided here is entirely confidential, and is not part of any selection procedure.
Post applied for:     
Please state how you found out about the job:     
AGE
What is your age?
65+
55-64
45-54
35-44
25-34
16-24

GENDER
What do you consider your gender to be?
Other
Male
Female

DISABILITY
Do you consider yourself to have a disability?
     Yes (please write in) No

NATIONAL IDENTITY
What do you consider your national identity to be? (Mark as many or as few as apply)
Other
British
Irish
Welsh
Scottish
English

ETHNIC GROUP
What do you consider your ethnic group to be? (Mark one that best represents you)
White
British

     Any Other White background (please write in) 
Mixed
White and Asian
White and Black African
White and Black Caribbean

     Any Other Mixed background (please write in) 
Black or Black British
African
Caribbean

     Any Other Black background (please write in) 
Asian or Asian British
Bangladeshi
Pakistani
Indian

     Any Other Asian background (please write in) 
Chinese or Other Ethnic Group
Chinese

     Any Other (please write in) 
South London Gallery
GUIDANCE NOTES FOR APPLICANTS
These notes are intended to help you to participate in the gallery's selection process as effectively as possible by providing us with all the information needed to demonstrate how you meet the requirements of the job. 
Please read these notes carefully before completing your application form. Your ability to follow the instructions on the application form, in the guidance notes and in the cover letter will be taken into account in the selection process.  

If you have any difficulty in completing the form please contact Hiraani Himona on 020 7703 6120.
REVIEW THE CONTENTS OF THE APPLICATION PACK
The application pack includes a full job description with a person specification. The purpose and key tasks and responsibilities of the position are set out in the job description. The knowledge and experience and skills and attributes we are looking for in the successful candidate are listed in the person specification. It is important to read carefully all the information in the application pack before completing the form.
COMPLETING THE APPLICATION FORM
General Points
· Please do not attach your CV or copies of education certificates to your application form.  Applications in the form of CVs will not be considered.
· Please type your application.
· When you send your application back please delete all pages before the application form begins, and after the Equal Opportunities Monitoring Form.  

Working through the form
· Ensure that you clearly state the full job title on your application form.
· If you are applying for a job share please tick the relevant box on the application form.  Each individual will need to complete a separate application form.
· The section marked 'Supporting Statement' is particularly important. This is where you make your case for why you wish to apply for the job and what makes you a suitable applicant.
In this section it is important that you provide us with evidence to demonstrate that you possess the knowledge, experience, skills and attributes required as set out in the person specification for the job. It is not sufficient to merely state that you have the knowledge, experience, skills or attributes required, you will need to provide specific examples of what you have done and how you believe this demonstrates you meet each requirement.
You might find it helpful to address each of the items in the person specification separately in the order they have been listed to ensure you address them all.
You may also want to include voluntary/unpaid work experience, or experience gained in a role of responsibility in one of your leisure pursuits if this is relevant to the requirements of the job.

· Make sure you tell us everything relevant to your application and that you complete all the sections on the form.
· Do not forget to proof-read your form and check for any errors before signing it and returning it to us. Before sending in your form, it is advisable to take a copy for your own reference.
Please return your form to the South London Gallery, and ensure that it reaches us before the closing date. Applications received after the closing date may not be considered. 
SHORTLISTING
Shortlisting will take place as soon as possible after the closing date and is always carried out by at least two people.
Unfortunately, due to the high volume of applications expected we are unable to write back to all those who are unsuccessful at this stage or to give specific feedback on why you have not been shortlisted. If you have not heard from us by the date on the cover letter, you should assume that your application has been unsuccessful on this occasion.
If you are shortlisted, we will normally contact you by telephone to invite you to interview.  This will be confirmed by an email which will outline full details of the selection process. This may include carrying out a selection exercise to test your ability to carry out specific requirements of the job.
In some instances it may be necessary to hold the selection process in two stages and applicants may be called back for a second interview. You will be given full details about the arrangements if it is decided that a second round of interviews is necessary.
All offers of employment at the SLG are made subject to receipt of satisfactory references.  Additionally under the Asylum and Immigration Act, we are required to check that anyone taking up employment with us has the legal right to work in the UK. All successful applicants will, therefore, be asked to provide us with documentary evidence to support their entitlement to work in the UK prior to taking up employment.
DATA PROTECTION ACT, 1998
Information provided by you as part of your application will be used in the recruitment process.  Any data about you will be held securely with access restricted to those involved in dealing with your application and in the recruitment process. Once this process is completed the data relating to unsuccessful applicants will be stored for a maximum of 12 months and then destroyed. If you are the successful candidate, your application form will be retained and form the basis of your personnel record. Information provided by you on the equal opportunities monitoring form will be used to monitor the SLG's equal opportunities policy and practices. By signing and submitting your completed application form you are giving your consent to your data being stored and processed for the purposes of the recruitment process, equal opportunities monitoring and your personnel record if you are the successful candidate.
Good luck with your application.

