
Job Description: Learning & Engagement Officer 
Project: Community Design House 

BACKGROUND 

North Lands Creative (NLC) with support from European Social Fund ‘Aspiring Communities Fund’ Stage 2 is 

looking for a Learning & Engagement Officer to support our ‘Community Design House’ project which is 
designed to engage with the Lybster community in Caithness. 

The post holder will be expected to work with the Community Design House Coordinator and to the instruction 
of NLC Director and a Steering Group made up of community representatives. 

The main duties will be: 

1. To plan, prepare and deliver high-quality teaching, learning and assessment for the Community Design

House activities.

2. To support learners to achieve the best possible individual outcomes on their activities and undertake

all relevant tasks, which are required to facilitate excellent guided learning.

3. To facilitate the project strands that provide an engaging, informative, emotive experience this includes

guided learning and also liaising with other artists, tutors and volunteers on the delivery of the project.

4. Responsible for ensuring that creative projects co-devised by the community are fit for purpose, meet

proposal objectives as well as being well presented and interpreted for the community.

5. To maintain constructive working relationships with groups within the community, and with staff from

public, voluntary and private sector organisations to ensure participation from the Lybster community.

6. To work closely with the Project Coordinator to develop and implement plans for the project.
7. To deliver excellent service that is responsive to customer/ participation demands in line with NLC vision,

values, resources and strategic priorities.

The employer for the post will be North Lands Creative. The post is based at our main Quatre Bras office in 

Lybster. The contract will be full time (37.5 hours per week) for a Fixed Term of 13 months from November 2018 

to 31st December 2019. 

Due to the nature of the role weekend and evening working will be required. Given the nature of the role, it is 
expected that the officer have access to a vehicle, which may be required for particular workshops. 

The role is subject to PVG/ Disclosure Scotland check. 

Relevant experience of project facilitation in the third sector, you will be highly motivated with outstanding 

communication and organisational skills. We are ideally looking for a Learning & Engagement Officer with 

experience of projects using visual arts in a community setting. 



Reporting to: 

Salary: 

Length of Contract: 
Annual Leave: 

Recording: 

Nature of Work: 

North Lands Creative Director and Steering Group 

£23,000 per annum pro rata 

13 months – November 2018 – December 2019 

4 weeks per year plus public and local holidays – pro rata 

All employees of North Lands Creative fill in weekly time sheets. 

Evening and weekend work will be a feature of this role, therefore time off in lieu is 

given. This must be taken on a monthly basis, and not stored and taken en bloc 

unless pre- arranged with the line manager. 

ABOUT COMMUNITY DESIGN HOUSE 

In November 2018 North Lands Creative (NLC) intend to deliver on a new high profile community project 

focusing on the importance of ‘People and Place’ supported by Stage 2 Aspiring Communities Fund. 

The Stage 2 project ‘Community Design House’ is specifically tailored to Lybster and has stemmed from NLC 

feasibility investigations and community consultation funded under the Stage 1 Aspiring Communities Fund 

Project ‘Glass Collective: Getting Creative with Glass Skills’ from October 2017 – March 2018. 

Aim 

To enhance the lives and livelihood of the Lybster and East Caithness community by establishing a glass- 

centred community-led social enterprise (based within the facilities of North Lands Creative) which offers 

training in craft and business skills alongside the opportunity for social and financial return through developing, 

making and selling handmade products. 

Objectives 

• Provide access to NLC facilities and community programmes to foster creative skills, increase artistic
and cultural awareness and teach tolerance and understanding of others.

• Unlocking individual potential and improve leadership skills to allow the most disadvantaged in our

community to take control and make decisions on their own and their communities future.

• Provide access to better learning opportunities to improve skills in working with others, improve
individuals’ communication skills, confidence and increase their determination and resilience.

PURPOSE OF THE JOB 

The Learning and Engagement Officer will be responsible for delivering community engagement activities 

within a variety of project strands, as well as contributing to the wider project as required: 

Prepare and deliver guided learning 
• Support the development of glass making and art making activities.

• Produce appropriate schemes of work/ activity plans.
• Promote the effective use of individual learning plans.

• Teach classes, provide tutorials and other supervised learning as appropriate.
• Produce self-led activity hand-outs and other resources that will encourage continued engagement

with the project.
• Promote and use technology to improve outcomes for students.
• Review participants’ individual progress and revise activity planning accordingly.

• Meet excellent standards in delivery for retention of participants and their success.



Provide effective learning experiences 
• Responsible for facilitating the different project provisions this may include tours, workshops, talks and

demonstrations.
• Maintain contact with a wide variety of artists and contributors to encourage their involvement with the

project, and assist other workshop tutors or specialist training providers when required.

• Implement the project Equality, Diversity & Inclusion plan which enables participants to meet their goals

within an inclusive environment.
• Challenge thinking, foster debate and develop the ability of the community to engage in critical

discourse and rational thinking.

• Provide general advice and information and encourage progression opportunities which include
showcasing and selling of work made.

• Provide constructive feedback to the participants, assessing individuals’ work against comprehensive

learning objectives.

• Assess, monitor and record participants' progress – using Individual and group learning plans and record
achievement.

Administration & Marketing 
• Ensure accurate and up to date record keeping including: Participant Register, Individual Learning

Plan/Record and other key information (relating to: retention, achievement and completion)

• Facilitate on going and end of project evaluation
• Attend weekly team meetings

• Developing relationships within the community and partners to recruit participants to the programme

(including management of paperwork).
• Working with People: with weekly 1:1s with delivery staff (Project Coordinator) and point of contact for

volunteers and tutors.

• Liaise with Project Coordinator on timetabling of activities and events and the marketing of those
activities.

• Work closely with the community ensuring that they are engaging with the programme.

Access, health & safety, interpretation and evaluation 
• Work with the project Coordinator to ensure an Interpretation Plan is drawn up for the project.

• Attend NLC staff, diary and operational meetings to ensure Community Design House conform to NLC

Equality, Diversity and Inclusion Plan, striving to create a barrier-free environment.

• Ensure all risk, manual handling and safety assessments are completed and disseminated and all
aspects adhere to all risk assessments in accordance with NLC Health & Safety policy.

• Operate and understand safeguarding requirements.
• Data protection and Information Governance (General Data Protection Regulations).

Essential Experience 
• At least 3 years experience in art courses to a high standard and be able to demonstrate this.

• Experience in delivering art tuition to community organisations, schools and individuals achieving

quality outcomes in all work undertaken.

• Be able to demonstrate the ability of using art to raise awareness and convey a message.

Experience 
• To have appropriate subject expertise in glass making, community arts and/or visual arts

• Have experience working with intergenerational projects

• Experience in delivering excellent customer service and both one-to-one and one-to -many training
sessions

• Experience in designing learning interpretation material both online and paper-based



Skills and Abilities 
• A commitment to continuing personal development, and professional and subject specialist updating.

• A commitment to the promotion Equality and Diversity, and Prevent within all activities.
• Competent use of technology to facilitate learning and data reporting.

• Ability to work in collaboration with colleagues and others.

• Excellent communication and presentation skills.
• Ability to travel to meet work commitments.
• Ability to plan and review lessons to improve outcomes for students.

• Ability to provide constructive and developmental feedback.
• Ability to prepare, review and revise individual learning plans.

• Ability to structure learning to maximise individual participant success.

To apply 

Please email a CV and a 1-page A4 covering letter explaining why you are interested in the post 
and the relevant experience you have to undertake the role. Applications are required to reach 
North Lands Creative via email only and addressed to the attention of Karen Phillips, Director, 
North Lands Creative: director@northlandscreative.co.uk by 31st October 2018. 

Please note interviews will take place on Wednesday 7th November. 

*On the completion of Stage 2 ESF Aspiring Communities Fund and subject to a successful project delivery and funding it is foreseen that
the post has the potential to be continued.


