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Learning and Engagement Coordinator - Job Description  

The Barber Institute of Fine Arts 

 
 

Post title and post number Learning and Engagement Co-ordinator  

College/Budget Centre College of Arts and Law 

School/Department Barber Institute of Fine Arts 

Full time/Part time Full Time 

Duration of the Post Permanent  

Salary £20,488-£21,868 

Additional information  

Terms and Conditions Support Staff 

Proposed grade/band or level in academic job family 

framework(change to Grade/Band when advertising) 

Band 400  

 

Job Context 
 

We are looking for a confident, creative and enthusiastic individual to join our team. The role of Learning and 

Engagement Coordinator sits within the Learning and Engagement (L&E) team which is part of the Barber’s Public 

Engagement team (see chart below).  The Public Engagement team delivers on the Barber’s strategic commitment to 

visitor experience, learning and public engagement.  The L&E team designs, organises and delivers the L&E 

programme for individuals and groups of all ages and implements learning and accessibility policies that support 

engagement with our collections and exhibitions. Through our L&E programmes the Barber aims to enhance 

learning, facilitate the big conversations and enrich lives. 

The much-loved L&E programme continues to grow and evolve – for example, in 2019 the team launched Barber 

Lates, a programme of cross-disciplinary, experimental evening events designed to attract new audiences to the 

Barber.  In response to the Covid lockdown and closure of the Barber’s physical building the team launched the 

innovative digital programme Barber Home in April 2020.  In 2021 we launched Barber Health, our innovative arts, 

health and wellbeing programme, specifically designed to respond to the Covid context. These strong foundations 

provide a platform for the L&E programme to respond to the changing landscape and to innovate, experiment and 

develop in the years ahead. 

Being part of the University of Birmingham (UoB) offers a wealth of exciting possibilities for the Barber, and the L&E 

team in particular.  A strategic priority is to strengthen, grow and explore our relationships with the University 

community.  Through action research the Barber is exploring how it can play a core role in University life, whether 

that be through academic, extracurricular student engagement or staff engagement.  Our University engagement sits 

holistically alongside our public engagement, with the two informing each other to facilitate unique interpretations 

and conversations.   

 

Job summary 
 

The Learning and Engagement Coordinator coordinates and supports the delivery of the Barber’s innovative and 

developing Learning and Engagement programme.  Our programme aims to engage with our audiences, providing 

opportunities to connect, inspire and create meaningful interactions with our collection. This role provides 

operational and administrative support to the Learning & Engagement Manager (L&E Manager) and is key to 

underpinning and progressing the Learning and Engagement team’s ambitious and forward thinking work. 

 

 

http://barber.org.uk/learning/
http://barber.org.uk/learning/
http://barber.org.uk/barber-home/
https://barber.org.uk/barber-health/
https://www.birmingham.ac.uk/index.aspx
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Team Structure 

 
 

 

 

 

 

 

Head of Public 
Engagement  FT

Visitor Services 
Manager FT

Visitor Services 
Supervisor 

Visitor Assistants 

x 4

Visitor Services 
Supervisor

Visitor Assistants 

x 4

Learning & 
Engagement Manager 

FT

Learning and 
Engagement 

Coordinator FT

Barber Health

Coordinator FT FTC

Learning & 
Engagement Intern 

PT for 19 weeks p/a

Student Engagement 
Coordinator PT FTC 

Learning & 
Engagement 

Administrator

PT FTC
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Learning & Engagement Coordinator - Main Duties 
 

Research and relationships: 

 

 Reach out to identified contacts and organise meetings to raise awareness of L&E programmes, encourage 

participation/collaboration and establish partnerships 

 Conduct targeted local research and mapping to inform the planning and delivery of Barber Schools, family 

programme and any other programme as requested by the L&E Manager 

 Build and maintain positive relationships with the Barber’s learning and engagement audiences 

 Build and maintain positive relationships with artists, creative practitioners and external partners  

 Develop and maintain relationships, collaborations and partnerships with schools, educational and 
community organisations across Birmingham and the wider region  

 Identify and explore national and international relationships as requested by the L&E Manager  

 Build and maintain positive relationships with identified funders, stakeholders and advocacy organisations  
 

 

Programme design and delivery: 

 

 Contribute to the design of creative, innovative and deliverable L&E activities, events and resources that 

utilise and share the Barber’s collection effectively  

 Identify appropriate artists, creative practitioners and external partners to collaborate with on the L&E 

programme, as requested with the L&E Manager, and coordinate their contribution to the programme 

effectively  

 Produce engaging and accessible digital resources to support Barber activities using InDesign and other 

digital tools as required   

 Plan and coordinate the logistics of delivery for L&E activities, events and resources. To include 

ordering/preparing materials/equipment, booking in staff, booking in sessions, diary management,  

communications and all other administrative tasks as required 

 Organise, set up and safely host online workshops (via Zoom or similar) in compliance with the Barber’s 

online safeguarding policy 

 Contribute to the L&E programme design within a given budget 

 

Communications and advocacy: 

 

 Communicate and liaise effectively and clearly with audiences, artists, partners and gallery staff to ensure the 

successfully delivery of all aspects of L&E work 

 Work proactively and collaboratively with the Barber’s Communications and Marketing team to ensure that 

we are reaching our audiences effectively using the most appropriate channels of communication. 

 Attend relevant UoB and community meetings and be a positive advocate for the Barber Institute 

 Proactively engage in external advocacy as requested by the L&E Manager, to include communicating the L&E 

programme at sector events and communicating with key sector partners/organisations 

 

Administrative duties: 

 

 Liaise with the L&E Manager and alongside the L&E Administrator to implement effective and GDPR-

compliant data storage solutions and be responsible for efficiently archiving documentation and evaluation 

material of projects 

 Ensure the correct use of image consent forms and be responsible for archiving them effectively and in 

compliance with GDPR  

 Produce risk assessments for L&E activities using the Barber’s template and be responsible for archiving 

them effectively  

 Contribute to the planning and delivery of the L&E programme within the given budget, recording and 

monitoring all expenditure in line with UoB financial systems and procedures  

 Contribute programme updates to Barber and UoB reports and events, as requested by the L&E Manager 

 Assist in the reporting of outcomes to funders and other stakeholders, including working on data collection, 

research and evaluation 
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CPD and responsibilities to the team: 

 Continually research best practice in the sector and proactively make contact with relevant 

organisations/colleagues to share practice  

 Keep abreast of developments in L&E practice and the school, FE, HE and cultural sectors 

 Contribute to an L&E team culture of sharing practice, critical analysis and reflection by proactively 

participating in team meetings and CPD   

 Assist the L&E Manager in the supervision of the L&E Intern, placements or volunteers if required.  This may 

include organising tasks and providing support and guidance when required 

 

Other requirements: 

 Any other duties commensurate with the post, as requested by the L&E Manager   

 The post holder must be prepared to occasional work evenings, weekends and Bank Holidays as agreed by 

the L&E Manager, for which time can be taken off in lieu 

 The post holder will be required to work onsite at the Barber Institute of Fine Arts, remotely at home and 

in community settings as agreed with the L&E Manager   

 The successful applicant will be required to undertake an enhanced DBS check and to provide proof of their 

right to work in the UK. 

 

Required Knowledge, Skills, Qualifications, Experience  

 

Essential 

 A demonstrable engagement with, and enthusiasm for, arts, heritage, culture and learning 

 Experience of working in a museum, gallery, visual arts or community arts setting 

 The Ability to plan and deliver practical creative events, workshops or activities and ensuring their 

successful delivery (online and/or in person events) 

 Experience of working with a wide range of age groups, including children and young people 

 Ability to work with a wide range of people from diverse backgrounds 

 Excellent communication and presentation skills 

 Excellent organisation and time management skills  

 Ability to coordinate freelance artists, creative practitioners and external partners  

 Ability to coordinate resources and to work to a given budget 

 Ability to adhere to legislation, policies and procedures (e.g. health and safety legislation, risk assessment 

procedures, safeguarding policies and procedures, financial protocols and GDPR) 

 Ability to work independently and as part of a team, knowing when each one is appropriate  

 Ability to work independently and as part of a team and know when each approach is appropriate 

 Ability to proactively initiate, develop and sustain productive and effective relationships with colleagues, 

external partners and stakeholders from a range of settings 

 Excellent digital skills, including working knowledge of Word, Excel, Outlook, Zoom and social media 

platforms 

 Ability to approach both challenges and opportunities with a creative, positive and collaborative attitude 

 

Desirable but not essential 

 

 Experience of working with people with SEND (Special education needs and disability)  

 Ability to engage diverse audiences with visual art collections  

 Experience of working in both a formal and informal learning context  

 Experience of working effectively with communications and marketing teams  

 Experience designing learning resources using digital software 

 Clean driving license 

 

 
As an employee of the University of Birmingham the post-holder will have access to a range of benefits including 

generous annual leave, participation in the University’s reward and recognition scheme and a range of training and 
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development opportunities.  For further details visit: 

www.birmingham.ac.uk/staff/employeebenefits/index.aspx#Holidays 

We value diversity at the University of Birmingham and welcome applications from all sections of the community. 
Valuing excellence; sustaining investment 

 

http://www.birmingham.ac.uk/staff/employeebenefits/index.aspx#Holidays

