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Job description 

JOB TITLE	Education Programmes Manager
APPOINTMENT	1.0 FTE
SALARY	£35K-38K FTE
LOCATION	Based in the RSCM Office in Salisbury. Hybrid working for up to two days per week could be discussed. 
REPORTS TO	Deputy Director (Education)

Context:
The activity of the Education department is diverse, encompassing day and residential courses and choir events (for young people and adults), distance learning (including Church Music Skills), Voice for Life (including the Singing Awards), the Hymnpact! resource for primary schools and churches and a wide variety of other projects and programmes. 

The Education Programmes Manager is responsible for the delivery of the core programme, managing a small team of staff and working closely with the Deputy Director (Education) and other colleagues to advance the RSCM’s mission. 

The Education department also manages The Choir Project, a three-year project funded by the Church of England. Though the Education Programmes Manager is not directly involved in the running of this project, they work closely with the project team, particularly the Project Leader, where the project and core programme intersect.
Specific aspects of the role:
Programme planning and delivery
· To plan, develop and maintain the RSCM’s core education programmes, in line with the RSCM Education Strategy and available resources
· To assist the Deputy Director in establishing costs and potential income for education programmes
· To attend or visit courses/events as required
(this will involve some occasional out-of-hours working, for which appropriate time off in lieu would be given)
· To evaluate implementation and delivery with regard to educational outcomes and costs
· To manage the staff team involved in education programme and project delivery, ensuring effective prioritisation and progress towards outcomes
· To recruit, commission, contract and monitor external providers (e.g. course leaders; tutors; authors)
· To ensure training and education delivery is consistent and of high quality, and in accordance with the RSCM’s strategic priorities and education objectives
· To assist the Deputy Director in the development and implementation of new programmes and other strategic initiatives

External representation and collaboration
· To attend relevant meetings, conferences and networks, as requested by the Deputy Director (this may involve some occasional out-of-hours working, for which appropriate time off in lieu would be given)
· To maintain and develop collaborative working with partner organisations, as required

Internal relationships and key contacts
· To work with Safeguarding and HR staff to ensure that education programmes and activities are delivered in accordance with relevant policies and procedures
· To work with Marketing, Communications and Membership staff to advertise and promote education programmes to RSCM Members and a wider audience
· To work with Finance staff to ensure income and expenditure related to education programmes flows efficiently and according to the agreed budget
· To be the ‘voice’ of the Education department in inter-departmental meetings
· To participate in internal staff meetings as required
· To attend meetings of the Education Sub-Committee of Council

Other
· To complete any other relevant tasks as required, in accordance with the postholder’s skills and experience
Person specification
You have:
· A strong level of musical literacy and knowledge and understanding of musical language
· Extensive practical experience of church music as a singer and/or instrumentalist 
· Experience of project and/or programme management, including managing a budget
· Experience of delivering agreed outcomes and objectives
· Experience as a line-manager
· Knowledge of church structures (particularly, but not exclusively, within the Church of England) and an awareness of liturgical outlines and principles
· An awareness of the challenges and opportunities facing church music today
· Excellent written and verbal communication skills, which you can adapt for different stakeholders
· Some experience of content management systems, customer relationship management systems, and virtual learning environments
· Knowledge of safeguarding principles and good practice
· Experience of residential choral courses as a singer or member of staff (desirable) 
You are:
· Able to deliver a diverse portfolio of work effectively and efficiently and to deadline
· Able to see the bigger picture whilst maintaining attention to detail
· Extremely well-organised and self-motivated, able to work independently and take responsibility for ensuring tasks are completed
· A creative thinker and problem solver
· An effective manager of people, as well as of tasks; able to support colleagues to give of their best
· Able to delegate appropriately
· A collaborative worker; able to work well with colleagues (both within the organisation and beyond it) to achieve outcomes
· Able to work effectively in an open-plan office environment
· In sympathy with the aims and ethos of the RSCM

Appointment is subject to:
· Completion of the RSCM Safer recruitment process (including references and satisfactory completion of the RSCM’s Confidential Self-declaration Form and Enhanced DBS (including barred list check)). Safeguarding training to be completed once in post.  
· Right to work in the UK  
RSCM works to positively promote the importance of effective safeguarding, holding to the Christian belief of valuing each person as someone who bears the image of God and is loved equally by God, and therefore should be protected from harm.   
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