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Job Title:  Currently – Research Forum Event Producer (would like to request a change in line with the Gallery events Team to Event Manager)				

	A  Role Purpose:
Give a brief description - a few lines - to describe the function or main purpose(s) of the job. This is the reason why the job exists and the statement should summarise the main area(s) of activity and responsibility.

	
The Research Forum Event Producer exists to produce and manage the day to day running of the core Research Forum programme at Vernon Square, and to support, principally at Vernon Square, and to support as part of a larger Institute wide team on Somerset House events. 

The Event Producer collaborates closely with faculty, students, and external collaborators to develop and realise a range of events, including conferences, lecture series, seminars, workshops and book launches, from the initial budget proposal through to post-event reporting. The Event Producer is the first point of contact for all events organisers, internal or external, for research-related events. 

The Event Producer also ensures tha requirements made by funders for one-off events or event series are met and that events are delivered within budget, and attract a significant audience, both in person and online where appropriate. The Event Producer will keep Development updated on funding-related issues, including making a case for uplifts or providing data and costings for new funding requests. 

The Event Producer also supports the Research Forum Programme Manager and works alongside the Digital Producer to shape the future programme of the Research Forum to best support an increasingly diverse faculty and student body. to shape and deliver the Research Forum programme in the future. 

The Event Producer ensures that all systems used by the Research Forum Team are maintained and work in the most efficient way for the Team, and those they support. The Event Producer is the sole departmental implementer and user of The Courtauld’

When managing external events – both collaborative and venue hire – the Event Producer ensures that excessive demands are not placed on The Courtauld’s budget or the time of the Research Forum Team without demonstrable added programme value. 








	B  Principal duties or Key Objectives


	1. 

	2. 

	3. Providing a high quality experience for audiences of Research Forum events, through clear and prompt communication, both directly and indirectly, through email and phone calls. Communicating with event attendees to ensure that they have the best possible experience at a Vernon Square 

	4. Provide high quality event management services to event organisers and participants, ensuring events run smoothly and expectations are met and exceeded. This can include, but is not limited to, developing budgets, offering advice on programming, communicating with speakers on technical matters, booking hotels, catering, and dinners, and responding to real time issues around technology. Liaising with speakers or contributors to the programme to make sure events run smoothly and their requirements are met. This includes ordering catering, designing and printing programmes

	5. Handleing day to day payments from the Research Forum budget, such as catering, hotels, and honoraria. Work with finance and HR to develop more effective ways to handle invoicing and payments, to minimise costs to The Courtauld. Liaising with finance to develop new ways to handle invoicing and payments for external events to minimise costs to The Courtauld. 

	6. anaging the Student Event Staff team for the Research Forum, and providing student event assistant services to other departments – Student Union, Learning, Marketing – through developing and managing a centralised student staff pool. including writing up the rota, allocating shifts, delivering instructions, and processing timesheets. Monitoring the wellbeing of student staff and liaising with other departments and event organisers as to the use of the student staff cohort. Working with the IT Team to migrate the student staff to an online rotaing and timesheet system and maintaining those systems. 

	7. the Courtauld’orking with the implementation team to build and maintain the Research Forum’s Tessitura set up, including all activity at The Gallery, Learning Centre, online, and at Vernon Square. Manually handling ticket sales, ticket queries, and waitlists for events.

	8. Providing Events Management services to Vernon Square venue hire clients, including developing saleable packages, reviewing cost/benefits, and being the client-facing member of the Research Forum team. Working closely with Facilities, Venue Hire, the Programme Manager and Vice Dean of Research to ensure Venue Hire at Vernon Square is sustainable. eveloping and maintaining processes for Venue Hire and Event Management at Vernon Square, along with Facilities, Research Forum Programme Manager and the Vice Dean of Research. 

	9. 

	10. 
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Please complete this part of the form by filling in the “Evidence” section. Guidance is given in the left hand column to what is covered by each question, and how the terms are defined. There are also examples and questions you should try and answer. Think carefully about your job so that you provide the appropriate evidence and do not leave out anything. This is important as your answers will be used to score your job under the HERA job evaluation scheme. Not all the questions will be relevant to your job but it is important that you identify the ones that are and attempt to answer the questions as fully as possible - using additional sheets where necessary.  Please write ‘not applicable’  or ‘N/A’ against sections that are not relevant to your job as incomplete forms will be returned.  

	1  Communication
Covers all forms of communication, written, oral (spoken), electronic, visual in both informal and formal situations.  This may include the need to convey basic factual information clearly and accurately; conveying information in the most appropriate format; and explaining complex or detailed specialist information.

	Activities & Examples:
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	Oral:

Examples may include giving directions to students to help them find their way around the institution, telephone enquiries, giving presentations, attending or chairing meetings.

Give an indication of the frequency eg daily, monthly, occasionally, etc.
	· Who do you mainly talk to as part of your role and what type of information do you normally exchange?  How often do you do this?
· How would you describe the level of understanding of the people with whom you normally talk to?  Are they mainly familiar or unfamiliar with the subject matter?
· What is the most demanding type of spoken communication involved in the role?  What is the frequency of this communication?
· 
	
· I talk to faculty, students, and external organisers and venue hire clients in the preparatory stages of events: this is often done on Zoom, and will involve talking through budget proposals, discussing the shape of a programme, and creating a timeline for event preparation. They are often first time organisers, meaning I explain thorough our systems, the styles and formats of events we can support on and advise what will work best for their requirements. . 
· I deliver t briefings for Student Event Staff before each event shift to update them on final changes to the event and to ensure they have fully understood the instructions for the day. I will deliver these up to 5 times in a week,  and provide different information to Event Assistants and Digital Assistants. depending on the programme. 
· I will often meet with speakers before an event, especially when the organisers are unable to do so. This involves greeting them, welcoming them to the Courtauld, making sure their technical needs are met and that they have everything they need in the run up to the event. This can happen several times in one week. 
· One of my more demanding roles has been in the Decolonising Reading Groups – both when facilitating my group but also in working with other facilitators to plan, deliver, and reflect on the year’s activities as part of the Research Forum’s role in organising this activity.
· I also deliver briefings at the weekly Estates and Facilties meetings about our forthcoming programme – this means being precise, as the group is busy  a busy one, but thorough – raising any key concerns I have about security or facilities, and being able to make clear requests to different groups. 
· I will occasionally speak with members of our audience via the phone to answer questions about an event, register them for an event, or redirect them to an appropriate department. 
· About once per term I would expect to be talking to one of our donors, who will participate in or organise events relating to fundraising activity. 
· I currently have weekly Tessitura meetings with Sara Collar to work on implementing the Research Forum’s  programme into Tessitura and its integrated systems (many of which are still in the process of integration) tessitura presence. These can be 2 – 3 hour sessions across Teams in which we are quickly and effectively communicating about the needs and challenges for the RF. I have to be familiar with the terminology specific to Tessitura and communicate with Sara how this translates into the language around our programme and internal processes (the system is intended for ‘performances’ which have to be translated into discrete, one-off ‘events’) These can be 2 – 3 hour sessions across Teams in which we are quickly and effectively communicating about the needs and challenges for the RF.I currently have weekly Tessitura meetings with Sara Collar to work on implementing the Research Forum’s  programme into Tessitura and its integrated systems (many of which are still in the process of integration) tessitura presence. These can be 2 – 3 hour sessions across Teams in which we are quickly and effectively communicating about the needs and challenges for the RF. I have to be familiar with the terminology specific to Tessitura and communicate with Sara how this translates into the language around our programme and internal processes (the system is intended for ‘performances’ which have to be translated into discrete, one-off ‘events’)  I currently have weekly Tessitura meetings with Sara Collar to work on implementing the Research Forum’s  programme into Tessitura and its integrated systems (many of which are still in the process of integration) tessitura presence. These can be 2 – 3 hour sessions across Teams in which we are quickly and effectively communicating about the needs and challenges for the RF. I have to be familiar with the terminology specific to Tessitura and communicate with Sara how this translates into the language around our programme and internal processes (the system is intended for ‘performances’ which have to be translated into discrete, one-off ‘events’) 
· 



	Written and Electronic 

Examples might include responding to requests for information, drafting internal letters, e-mails, reports or writing a paper for publication

Give an indication of the frequency eg daily, monthly, occasionally, etc.
	· Who do you mainly write to as part of your role and what you do write about?  What do you have to read?  How often do you do this?
· How would you describe the level of understanding of the people with whom you normally talk to?  Are they mainly familiar or unfamiliar with the subject matter?
· What is the most demanding type of written communication involved in the role?  What is the frequency of this communication?

	· I produce an accurate, concise written Ops form for each event we run at Vernon Square and, where I am leading, for Somerset House. Once per week I will produce Ops forms for our event which clearly lay out the needs from facilities and security for our events. These go to the Events Distribution List 
· I deal daily with queries from the general public about events – this might be whether a particular event was recorded, sometimes interest in getting a work evaluated, or asking us to release their tickets for events they can’t attend. 
· On a monthly basis I will write up internal policy documents around events organisation, venue hire, decolonising activity, and other procedures relating to the Research Forum
· On a daily basis, I will be emailing email speakers to confirm logistical arrangements for their events, including making hotel arrangements, outlining the AV equipment, asking for filming permissions, and getting feedback on their experience. 
· On a weekly basis I will be emailing email hotels and caterers to make arrangements for our events. 
· On a daily basis I email  will be emailing our Finance team to process payments, update on credit card charges, or submit timesheets or raise invoices.
· Once or twice per term I will email with HR to organise the hiring of student event staff or processing the recruitment of the Painting Pairs research associates. 
· On a daily basis I will be emailing email event organisers – both internal and external – to support in organising their events. They are usually unfamiliar with our processes so my communication needs to be clear throughout what is often a long thread of messages. Often they are not familiar with all of our processes so this will often be a considerable thread of communication in which details are shared and in depth arrangements are made. 
· 
· 



	 2 Teamwork and Motivation 
This is about working in a team (i.e. a number of people who work together to achieve a common purpose) and includes both internal and external teams, and teams that are fixed or change (eg departmental, research, course development or project teams or those involving students or people from outside the institution.

	Activities & Examples:
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	Covers team work and team leadership when working in both internal and external teams.  This may include working as an active member of the team; motivating others in the team; and providing leadership and direction for the team.

	· In which team(s) are you mainly involved?
· What is your role within your main team (providing support or guidance, motivating and encouraging, being a role model to less experienced members, allocating work, setting goals/objectives, directing/leading the team etc)?  Who is responsible for setting the overall direction of the team?
· Are you a member or leader of other teams (eg research/project teams etc)?  Again, explain the purpose of these teams and your role within them?  See the examples above.

	· I primarily work within the Research Forum Team, comprising myself, Leyla (Research Forum Programme Manager), and Charlotte Roberts (maternity cover for Grace Williams, Research Forum Digital Producer). 
· 
· With Charlotte, my role has been a supportive one, but also directing her in certain tasks – such as setting up webpages, managing captioning tasks for students
·  we encourage one another in our tasks and have developed ways to share key information which supports each of our interconnected jobs around the events we run. While the Digital Pr
· I then also work across smaller, temporary ‘events teams’ with those organising events – this is more pronounced in cases where the event is substantial (a conference or large public workshop) or where the organisers and participants are international. My role there is in steering event organisation and solely managing the logistical side,  of things, while also ensuring that the event as a whole works within the agreed delivery timeline. I take into consideration timeline agreed on in terms of logistical organisation, orders which need to be made, comms to participants, and publicization of the event to an audience. 
· I work closely with ECRs and PhD students on their specific events, offering opportunities to gain experience in developing and delivering large scale events. I will brief them on the processes around event organisation, work through offer informal training on budget management with them, and work on comms to speakers and participants with them. This is an important part of their career development and I provide a supportive environment in which they can learn these skills
· I have also worked recently on providing broader training and career development opportunities for PhD students and ECRs in the form of copyright training. This is pivotal to much academic work, but has also been valuable to the immediations team in supporting their publication. 
· I  manage the Student Event Assistant team of 21. This includes allocating roles on a rota system, issuing instructions specific to each event, and managing their timesheets and payments. I also organise training sessions and informal activities for the group to help them get to know one another and feel comfortable talking to the Research Forum team as their managers. The training is a key part of their longer term career development, and will form part of an ongoing programme of training which we offer to our student event assistants, including sessions on resilience and conflict resolution, and which we will be offering to student staff employed by other departments going forward. . 
· 



	 3 Liaison and Networking
This describes liaising and networking with others outside the work team.  Liaison is making one-off contacts for work related reasons.  A network is an interconnecting group of people who exchange information, contact and experience on a recurrent basis.

	Activities & Examples:
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	It is essential to focus on the requirements of your job.   Liaison is making one-off contacts for work related reasons.  A network is an interconnecting group of people who exchange information, contact and experience on a recurrent basis for professional purposes connected with the job. Networking covers everything from passing on information promptly to colleagues; ensuring mutual exchange of information; influencing developments through one’s contacts; and building an external reputation.

	· Who do you liaise with and why (eg to pass on information, build relationships, influence decisions, building an external reputation etc)?  What type of information are you typically passing on and receiving?
· Do you participate in any internal networks?  If so, please provide details ie the purpose of the network, your role within it (eg member, leader, chair etc)
· Do you participate in any external networks (eg professional bodies, professional networks or committees, national or international groups)?  If so, please provide details ie the purpose of the network and your role within it (eg member, leader, chair etc)
· What would happen if you were not part of this network?
· As part of your role, have you initiated networks?  What were these for and were they internal and/or external?

	· The Courtauld, particularly since the Black Lives Matter protests in 2020/21, has been committed to anti-racism, decolonisation and diversity within all of its activities. As a core part of this response, The Research Forum has been asked to deliver the Decolonising Action Groups which have created a network of faculty, students, and staff across The Courtauld with a shared interest in shaping the future of the curriculum, student experience, and exhibitions at The Courtauld. I have instigated, along with , these groups and continue to drive and support their meetings. I am also organising larger networking opportunities for the groups and for others at The Courtauld with an interest in understanding what the groups have been doing. I am a facilitator within the individual Group I participate in, but am also more widely a leader in organising the collective Groups. The outcomes of these groups all feed back into The Courtauld’s longer term goals and will shape issues such as student and faculty training, our library collection, and opportunities for paid research for students. 
· 
· Where possible, I use my programming role to liaise with collectors, art historians, artists, and other practitioners to build relationships which may benefit The Courtauld in future. I was able to introduce the Development department to Tiqui Atencio Demirdjian, a major donor at Tate, due to inviting her to participate in the Considering Collecting series. 
· 
· 



	 4 Service Delivery 
The term customer is used in its broadest sense to include anyone who consumes or benefits from the services provided by you and includes other members of staff as well as students, visitors and clients.

	Activities & Examples:
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	Covers the provision of service to students, visitors, members of staff and other users of the institution.  It may include reacting to requests for information or advice; actively offering or promoting the services of the institution to others; and setting the overall standards of service offered.

	· List the main services you provide and who receives them (eg responding to requests for information and advice, providing technical assistance etc).
· Who predominantly initiates the service, you or the customer?
· If applicable, please give details of how you promote the service and/or adapt the service to meet the needs of the customer or to make improvements to the service
· Who (you, line manager, committee) or what (eg legislation) determines the overall level of service and standard, and decides which services will be offered ?

	· My primary service offered is as an Events Manager, where I offer advice and practical support to faculty and students  who are organising events at Vernon Square. I oversee the event organisation process from conception through to delivery and reporting. Often the events are instigated by faculty and students, who will then directly approach me for support. In the case of the clusters and groups in the RF’s core programme, I will actively create a programme of timeslots which the cluster or group can then use to programme their own series. 
· I also work as an Events Manager for external event organisers, who require a greater level of service as they lack key information about our spaces and access to our internal procedures. I will often begin this service delivery by informing the external event organiser of what services we can provide – event management, catering, event staff, venue hire – and working on an appropriate ‘package’ with them. 
· As per the above, I have worked closely with the RF Programme Manager, Facilities, and the Vice Dean of Research to consider how to minimise costs to The Courtauld from external events (both in terms of monetary and time costs) while also ensuring that our students and staff benefit from the provision of an excellent Research Forum programme.
·  
· I collect feedback from all our event participants to consider how we can improve our service going forward – issues around ticketing, catering provisions, and levels of communication have been noted and worked on. 



	 5 Decision Making Processes and Outcomes
Decisions include those made by you alone, in conjunction with others and the provision of advice to others to aid their decision-making.

	Activities & Examples:
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	Decision making covers the impact of decisions within the institution and externally. This may include decisions which impact on your own work or team; decisions which impact across the institution; and decisions which could have significant impact in the longer term within or outside the institution.  Decisions relating to planning and prioritising of work are covered in the following section.
Examples of decisions covered in this section include buying low cost items within a local budget,; choosing stock from a  supplier’s list; buying non-routine stock or equipment; admitting a student; allocating overall resource requirements within institution-wide plans; developing a new service; deciding the nature and level of degrees and diplomas; deciding the future of major research contracts.
	· What types of decisions do you make alone, without recourse to others?  Describe the impact of these decisions and who or what will be affected by them.
· What type of decisions do you make jointly with others (ie within your team or as a member of a committee or working group etc), and how doyou contribute to these decisions?  Describe the impact of these decisions and who or what will be affected by them.
· What advice or recommendations do you give to others to help them make   Describe the impact of these decisions and who or what will be affected by them.

	· I will  make an initial decision when dealing with a request for an external event, which I will sense check with facilities and the RF Programme Manager – this is determined by our workload, staff capacity, and funding – and then relay our final decision to the person in question. 
· I will independently make decisions about room allocation for events, timeslots to allocate internal events, catering orders, and how many event staff to rota for an event.
· I will make decisions alongside event organisers about how to ticket smaller events to ensure a good audience turn out, and will work alongside them to make decisions around the format for an event programme, as I have specific experience with a full range of events and can advise on what will work best with their expected audience and desired outcomes.
· Using my significant experience with events of different size, styles and formats, I will make decisions alongside our events organisers to ensure a popular and productive event which meets their expected outcomes, within their budget.  
· Alongside the RF Programme Manager, I will make decisions on who to hire to our student event assistant team. I am then able to independently make decisions about the rota and allocation of shifts, and tasks that are to be undertaken by the students for each shift. 
· Within certain budgets, I can make decisions on what is allocated to different activities – how much can be offered for travel and hotels, what can be allocated to honoraria. I will make decisions about the overall budget allocation to Postgraduate Symposia, and will work closely with budgets to groups and clusters, based on previous years spending 
· As sole departmental user, I have made the decision in the 2022/23 academic year not to fully implement Tessitura for the RF, with approval from, due to the time consuming nature of its set up. This has meant we were able to more efficiently ticket our programme in the autumn semester and focus effort in Tessitura on a smaller group of events. This has saved us, and the implementation team, considerable time and wasted effort. 



	6  Planning and Organising Resources

	Activities & Examples:
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	Covers organising, prioritising and planning time and resources, be they human, physical or financial.  This may include planning and organising your own work; planning work for others on day to day tasks or on projects; carrying out operational planning; and planning for coming years.  Emphasise the importance of the skills you apply rather than the size or value of the resources.
Examples include working from a detailed set of instructions; organising a meeting; being responsible for the delivery of a course; managing a specific project; setting objectives; setting the budget; academic or resource planning; estates and capital planning.
	· Who plans your work?  You or somebody else?  What is the timescale?
· Do you plan the work of others (within and/or outside the team)?  If so, who do you plan for, what do you plan and how?  How far ahead do you plan?
· Do you plan any other resources (eg accommodation, equipment, staffing, finance etc)?  If so, what you do you plan and how?  How far ahead do you plan?
· At what level do you plan (eg. self, team, department, faculty, site, institute, HE sector)?

	· I plan my own work entirely and manage my time based on the needs of our event organisers, the workload across the RF team, and other longer term tasks which need to be completed, such as system implementation, reporting, and managing the student staff.
· I produce specific termly plans relating to our programme, which allows me to monitor the tasks related to each event, and make this easily communicable to others in the team if the role needs to be covered for any reason. 
·  I organise weekly meetings with individuals and groups where necessary, monitor budgets and report back to individuals on those, book rooms for events, make travel and hotel arrangements for individuals and groups. 
· I plan the work of the student event assistants each term and communicate this to them by email – I will plan this a week in advance in most cases, or slightly longer if the event falls out of our normal pattern. 
· In advance of the start of the new At the beginning of the financial year I plan – along with the RF Programme Manager – the budgets for our groups and clusters as well as the allocation of their events for the following academic year. This impacts faculty and students who organise events within these clusters and groups, and will determine what they plan for their programmes that academic year. 
· When working with external organisers or those working on larger conference-style events, I will manage the groups work load, by agreeing on individual jobs, such as comms with speakers, liaising about hotel and travel plans, building the webpage and ticketing system for the event – I will give direct advice on the timetable and what jobs need to be done by when to ensure the event is delivered on time and to a good audience. I also manage their budget and track all spending and expenses closely – I allow them ongoing access to these documents to ensure everyone involved in the project knows what budget has been allocated to different activities and I can then flag where I see issues arising. 
· In particular circumstances, I will also begin to plan the RF programme from January of the previous academic year to ensure that we are fulfilling the needs of our faculty and students
· I am responsible for the room booking for the RF programme at Vernon Square relating to all our events. I monitor our room needs and update the room bookings team as soon as possible when a room becomes available or where need to change our room bookings. 
· 




	7  Initiative & Problem Solving
Provide examples of the types of problems you will need to solve, indicating their frequency and whether creativity is required.

	Activities & Examples:
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	Covers identifying or developing options and selecting solutions to problems which occur in the role. This may include using initiative to select from available options; resolving problems where an immediate solution may not be apparent; dealing with complex problems; and anticipating problems which could have major repercussions.
Examples of problems include maintaining equipment; organising temporary cover for absent staff; handling grievance/disciplinary issues; solving IT systems failure; developing new guidelines or procedures; identifying potential sources of income; identifying a significant gap in the service.


	· Give examples of the typical types of problems that you have to resolve and state how often these problems occur (eg weekly, monthly etc)
· State how you resolve these problems (eg using an instruction manual, following legislation or established procedures, using initiative etc)
· Please give examples of the most difficult types of problems that you have to resolve and state how often these problems occur?
· State how you resolve these problems (eg establishing procedures, creating thinking, innovation etc). 
· Do you have to generate new or creative approaches? How often are these used; give recent examples.

	· We will have weekly AV and tech issues at Vernon Square, both within our programme and from faculty. I am on hand to support on these and have worked on an AV helpsheet which offers solutions I have tested for all major AV problems in the lecture theatre. 
· I will often have to solve room booking problems, where a room is unsuitable, there has been a double booking, or a room we would usually need is unavailable. I will offer organisers alternative rooms to use, and make this work with our student events staff and available equipment. 
· I have worked with the IT and HR departments to find new ways to manage the student event assistants, through Staff Savvy, after finding that creating timesheets for each budget was incredibly time consuming and open to human error. 
· I have also used my  around our budgets by creating shareable budget trackers for all our groups and clusters to ensure transparency between departments about what is being spent. This has helped us avoid overspend and allowed me to also undertake semester-end reviews of spending and consider where funds could be reallocated, as per funding guidelines and our core budget. 
· After it became clear that most external events require a considerable commitment of staff time with very little return, I have worked with the RF Programme Manager, Facilities, and Vice Dean of Research to implement a clearer policy which will ensure we recoup costs more efficiently and are able to track staff time spent against benefits to The Courtauld. In the longer term, this will help us to determine whether additional staff would be needed to manage external events. 
· 
· I am the Tessitura lead for our department and work closely with Sara Collar in is problem solving within the system, both when issues in workability arise but also in considering how the existing system can best fit our needs. This has led me to develop a list of additional functionality which we will require going forward, such as a workable waitlist system to ensure high quality service delivery which is not time consuming for our department. 
· Our team has also taken the initiative to fill a public engagement gap in the delivery of gallery-based, public facing events. This involves supporting those who propose in gallery events where possible, but also using the After Hours events to programme key  and offer our students paid opportunities to share their knowledge and research. 
· When, is on annual leave, I also lead the department, using my initiative to answer questions which might otherwise have been deferred to her and responding to report requests which she may otherwise have answered. 




	8  Analysis & Research
Provide examples and frequency of investigative work such as Internet searches, data gathering, monitoring and interpretation.  If involved in research, who determines the methodology and context of research?

	Activities & Examples:
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	Analysis and research encompasses investigating issues, analysing information and carrying out research. This may include following standard procedures to gather and analyse data; identifying and designing appropriate methods of research; collating and analysing a range of data from different sources; and establishing new methods or models for research, setting the context for research.

The activities to be included here are those requiring the application of analytical skills and the use of research methods.  Responsibility for identifying areas in need of investigation should also be covered.

	· Please give examples of situations where you are required to check, investigate, analyse or research information or data (eg checking stock levels aqainst an inventory, analysing statistics and reporting anomalies, conducting enquiries into complaints or systems failures, recognising or interpreting trends or patterns in data.
If this is not applicable in your role, please move to the next section.
· How do you undertake the research or investigation (eg carrying out literature and database searches, producing graphs or charts, creating or setting up or conducting experiments etc)?
· How do you determine the method or approach to use?
· Who decides that the investigation or research is needed or would be beneficial?

	· I gather and track all our budget data across Research Forum activity and am able to report on this to the RF Programme Manager and to our development team, in order to support funding bids. This has become particularly important in the recent suggested change to TERRA bids, around event activity costs
· I collect and collate our attendee data across in person and online events, as well as how many views our videos on YouTube get. I am then able to collate and feed this to marketing and development teams for funding reports, funding bids, and the annual report. 
· With the implementation of Tessitura, I have been pivotal in considering what data needs to be collected by the RF and by other teams at the Courtauld – particularly around friends and patrons attending our events, and take up of events by our students and students from other institutions. In my role in managing the Decolonising AcI decided that this research was important both to drive our actions going forward, but also to locate The Courtauld within institutions which are of a similar size or where this is a similar specific disciplinary focus. 
· Part of my role is also being aware of PREVENT and flagging any potential issues with research topics that are being presented publicly. This has included applying appropriate content warnings and conferring with other departments on the appropriateness of certain imagery on our website or YouTube channels. 



	9 Sensory and Physical Demands	
Give information on the sensory and physical aspects which are required for you to do your job and the learning required to attain skills. 

	Activities & Examples:
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	Give information on the sensory and physical aspects which are required for you to do your job and the learning required to attain skills.  This may include physical effort, co-ordination and dexterity, using aural (hearing) evidence to assess next actions; applying skilled techniques and co-ordinating sensory information; and high levels of dexterity where precision or accuracy is essential.  Give an indication of the amount of time spent undertaking these activities eg every day, 50%, etc.
	· What tools, equipment, machinery are you required to use to undertake our role (eg keyboard, photocopier, power tools, scientific equipment etc)?  How much time are you spending in these activities?
· What physical effort and/or sensory coordination is required in your role (eg touch-typing, lifting, carrying or moving heavy, awkward or fragile objectives, watching and monitoring experiments, standing or walking etc)?  Please describe the activity and how often you do it.
· Are you required to work in cramped, confined, difficult or awkward positions?  If so, where and when?
· If relevant, how long did it take you to learn or develop the sensory/physical skills needed to carry out your role?
· Are there any other sensory or physical demands required as part of your role?

	· I use a keyboard on a daily basis and need to have a good level of touch typing in order to complete my work in a timely manner, which I am able to do. 
· I use our printer and photocopier on a daily basis for event-based materials. 
· Because my role is an on-site one, which is often dealing with the public, I have also been first aid trained and have taken on the role of Fire Warden at Vernon Square. 
· 
· 






	10  Working Environment
Indicate any hazards or safety precautions that you need to take, and any responsibility for the safety of others.

	Activities & Examples:
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	Covers the impact the working environment has on the individual and their ability to respond to and control that environment safely.  This may include such things as the temperature, noise or fumes, other environmental hazards due to the work position. 



	· Where do you normally work (eg office, lecture room, laboratory)?  If working in more than one location, please give an estimate of the amount of time spent in each type of location.
· What type of work are you required to do at each of these locations?
· Are you exposed to any health and safety hazards (eg hazardous chemicals, fumes etc)?  If so, what and how often?
· Are you required to use any safety equipment or wear special clothing when undertaking your role (eg safety goggles, boots, hard hats etc)?  If so, what and how often?
· Do you have to take any special measures to reduce the risk or control the environment (either for yourself or others) before or while working there (eg carrying out a risk assessment etc)?
· Who is responsible for controlling the environment in terms of health and safety, and making sure that others working there are not at risk?


	· I normally work in the RF office, at a seated desk, but during events will be moving between event spaces. This includes all areas of the Gallery, both those open to the public and those ‘behind the scenes’. 
· I have a responsibility for ensuring that the student event staff have safe access to our storage cupboard, which involves regularly checking accessibility there
· I also make requests for room set ups to be done by our portering team, who have had manual handling training, to ensure that the student event staff, who do not have manual handling training, do not need to be involved in moving furniture or heavy items. 
· Where last minute room changes are made, I will be required to rearrange furniture and, sometimes, AV equipment, to make the space usable. 
· As I have a public-facing role and am based onsite permanently, I am also first aid trained and a fire warden. I ensure that our student staff are giving a thorough health and safety and evacuation procedure briefing at the start of the year to ensure the safety and wellbeing of our public audience. 




· 





	11 Pastoral Care & Welfare
Indicate responsibility for pastoral care of others (e.g. students and staff).

	Activities & Examples
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	Pastoral care covers the welfare and wellbeing of students, staff, colleagues and others within the institution, in both informal and formal situations. This may include the need to be aware of the support services available; giving supportive advice and guidance; and counselling others on specific issues. This applies to pastoral care and welfare activities you are required to undertake as part of your job.
	· Are you approached by others seeking help regarding physical, mental and or well-being problems as part of your role (eg as tutor or supervisor)?
· Are you required to help and show sensitivity to the feelings of colleagues and students who may be upset, distressed, angry, ill etc?  If so, how often and what the typical issues or problems?
· How do you deal with these welfare issues and problems (eg by directing the individual to the appropriate support service, by following HR procedures and policies to deal with issues relating to discipline, grievance, capability etc)?
· Are you required to deal with complex or severe welfare issues where there are no set guidelines or procedures and where the issue cannot be passed on to anyone else within the institution?  If so, please give examples.for help? 


	· I am responsible for the wellbeing our student event staff. In the past this has included following up after missed shifts or illness, or long periods with no communication. I often refer them to the wellbeing team or flag issues with SAS where there is something more serious happening. 
· Working within the decolonising action groups, I also have a duty of care to those students and staff attending when we are discussing difficult subjects. Where necessary, I will report back on areas of concern to the relevant department and keep the student or staff member updated on what has happened. 
· My duty of care also extends to our public contributors, and I protect them both in person and online from any sort of trolling or abuse by monitoring the chat function and being the first line of contact on email or phone call relating to events. 



	 12 Team Development
These activities are required to be carried out by you within the team(s) identified above.

	Activities & Examples
	Questions you should try and answer:
	Evidence:
(continue on additional sheets where necessary)

	Covers the development of the skills and knowledge of others in the work team. This may include the induction of new colleagues; coaching and appraising any individuals who are supervised, mentored or managed by you; and giving guidance or advice to your peers or supervisor on specific aspects of work.
(Training those outside the immediate work team should be included under Teaching and Learning Support.)
	· Are you required to undertake inductions for new starters within your team?  If so, how often?
· Are you required to train, guide or instruct others on specific tasks or activities (eg explaining the reasons for and how to operate a particular piece of equipment, showing a colleague how to use a computer-based application, provide training on new procedures etc)?  If so, what and how often?
· Are you required to identify the learning needs of the team members and decide whether any one individual should receive training or development (eg required to conduct regular performance reviews, agreeing what needs to be done to satisfy any training or development needs etc)?  If so, please give details (number of people, how often etc).  How do you assess that learning has taken place?
· 
	· At the start of each academic year, I am responsible, with the RF programme manager, for recruiting our student event assistants, providing them with training, and considering what other development or training the team may need. In 2022/23 this has built on past experience and included training in resilience and conflict management. 
· I have also worked closely with Charlotte Roberts as she has been undertaking maternity cover to train her on some of our systems – Eventbrite, webpage making and management, ops forms – and working with her on a daily basis to make sure she is comfortable with these processes. 
· I will, once the platform is fully implemented, be responsible for training the rest of the RF team on Tessitura. 
· 




















	13 Teaching, Training and Learning Support
Indicate involvement and frequency in induction, teaching, training and learning support including assessing, coaching, guiding, mentoring, demonstrating and instructing students or other staff members.  Who designs the content of the activity and decides method of delivery?

	Activities:
	Examples may include:
	Evidence:
(continue on additional sheets where necessary)

	Covers development of the skills and knowledge of students and others who are not part of the work team.  This may include providing instruction to students or others when they are first using a particular service or working in a particular area; carrying out standard training; and the assessment and teaching of students. Any activity aimed at supporting the learning of others outside the team identified above is included here.  Include any other assistance to students, visitors, members of staff and other users of the institution, especially where you are setting the overall standards of service offered.


	· Are you required to deliver any teaching and/or learning activities to anyone outside your work team (eg explaining the use of the library to students, demonstrating how to use a computer terminal, running staff training courses, delivering and assessing a course etc)?  If so, please indicate what teaching you provide, to whom, how the teaching is delivered and how often this activity is undertaken.
· If relevant, what area or specialism do you teach or train others in?
· How broad is the range of subjects that you are expected to teach?
· Who designs and develops the course/training content?  Are you involved in the development of new courses and new subject areas?
· Who sets the overall curriculum in your area, and do you have an input into this process?
· Who sets and marks the assessments and/or exam questions, and provides feedback to the students/trainees?


	· As the RF has identified different needs for students and PGRs/ECRs, I have been part of the implementation of one-off training programmes. In Autumn 2022 this included organising and offering a training session on copyright for all PGR and ECRs, and our immediation editorial team. The session was delivered by Karin Kyburz but I developed this through identifying key questions.  shaped by questions I asked. 
· Although not traditional ‘teaching’, I deliver two decolonising action group sessions per month, providing a space for non-hierarchical participation but also directing discussion onto key topics identified by the group to allow us to maintain activity. 
· I have run informal sessions with faculty and IT to demonstrate how to use and problem solve on our AV equipment as I have significant first hand experience. The Digital Producer and I have taken these sessions and are creating a handbook on the AV systems from them, which will be widely distributed.  
· I deliver the practical training for our student events staff on how to use the AV systems for our needs, and how to set up and pack down from each type of event. 



	14 Knowledge and Experience (Person Specification)
Consider the minimum level of knowledge, attainment and experience required of a new person in the job. Continue on a separate sheet where necessary.

	Activities & Examples:
	Questions you should try and answer:
	


	This covers the relevant knowledge needed to carry out the job, however acquired, whether this is technical, professional or specialist. This may include the need for sufficient experience to carry out basic, day-to-day responsibilities; the need for a breadth or depth of experience to act as a point of reference for others; and the need to act as a leading authority in your field or discipline.  

Include the areas of knowledge in which you would have to be proficient to carry the duties of the post.  Indicate which knowledge areas are essential.

Detail the levels of educational achievement and vocational training necessary to carry out the duties of the post.  Include the level, depth or standard of qualification.

Detail the level of experience required, as well as periods of experience and the levels of achievement which are essential.

	· What knowledge, qualifications and/or experience, however gained, do you need to carry out the basic day-to-day responsibilities? Identify the specific disciplines.
· How long did it take you to obtain the knowledge, qualification and/or experience required to undertake your role?
· Are you required to update this knowledge and experience?  If so, how often and how?
· Who routinely goes to you for advice or guidance?
· Are you a leading authority in your field internally or externally (please specify).
 

	· Knowledge of events management is needed to undertake this role, and I have developed this across my time as Event Producer. It has been vital to have a detailed understanding of the particular procedures in place at The Courtauld around event organisation to be able to communicate these clearly to others and to be able to support on logistics. 
· Knowledge of the arts sector, if not specifically art history, is also vital in this job to support successful programming and to give advice on topics and content for event organisers. This also helps with making judgement calls about the benefits of external events versus the costs. Having 5 years experience across a range of arts organisations was pivotal to this, and I have been able to use my knowledge of key topics (the lack of women artists in collections, the rise of performance art in museums, dance, movement and the museum) to shape programmes and event series. 
· I am now a ‘go to’ contact for others at The Courtauld organising events – the Gallery Team, Marketing and Communications, and Education will all come to me for initial advice around events. This may be small details, such as recommending a room or caterer, or larger considerations, such as how to manage a large group of international participants. 
· Over the past year I have also developed TessituraThe Courtauld’. Someone coming into the role with no knowledge of the system would need extensive training to be able to take over the building and maintenance of the RF ticketing system
· Over the past 2 years I have also greatly expanded my understanding of financial systems – familiarity with the IR35 guidelines is beneficial and understanding how to collate the necessary information from those we are paying is vitalto make sure Th 
· 






	The information given in this  job description outline is an accurate reflection of the tasks and responsibilities currently being undertaken by the job holder(s).

	Signatures:   (please continue on a separate sheet if required)
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Job Holder: Acatia Finbow								
	



	
Line Manager:								print name:
	
Date:

	
Head of Department:							print name:
	
Date:



It is advised that a copy of the completed form is kept for future reference.
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