
OCTOBEREDUCATION 
 

24 Old Gloucester Street 
London WC1N 3AL UK 

 
tel: +44 (020) 7242 7367   

October Gallery Education  
 
Development and Education Coordinator 
 
Two days a week – Thursday/Friday (some flexibility on Thursdays) 
 
Responsible to: Head of Education 
 
Starting: Feb/March 2022 
 
Closing Date: Wednesday 19 January 2022  
 
Interviews: w/c Monday 24 January 2022 
 
Background 
 
The October Gallery’s education department aims to communicate some of the 
rich stylistic diversity of contemporary art from around the world through schools, 
training, families and community workshops and long-term projects. 
 
OG Education aims to establish a model for best practice in participatory 
projects and develop projects with various schools and communities, offering art 
expertise, excellent teaching and high-quality results. We seek to create 
opportunities for people to engage with contemporary art who would not normally 
visit galleries, and use art and art history to explore and increase awareness about 
human rights, environmental issues and sustainability. 
 
We aim to provide a platform for emerging and experienced creative facilitators to 
test ideas and share their practices on all strands of our education programme. We 
deliver an extensive training programme for teachers, play workers, artists, educators 
and those working in the cultural sector which will enhance their knowledge of art 
from around the world as well as providing them with workshop advice, ideas and 
practical activities. 
 
Job Description 
 
Responsibilities 
 
1. Development Coordinator: 

  
With the support of the Head of Education (HoE): 
- Develop an overall strategy and budget for the Education Department. 
- Develop a fundraising strategy for the Education Department. 
- Seek and raise funds for the core Education Department, family learning 

programme, young people’s programme and ad hoc projects and events. 



- Co-manage the budgets and programming of any funding received. 
- Review and write up reports for funding received. 
- Collate and analyse evaluations from schools, family sessions and CPD. 
- Co-write and produce an end of year education report. 
- Create new registration forms, photo consent forms and evaluation templates. 
- Manage and maintain policy documents, e.g. Safeguarding and Equal 

opportunities. 
 

2. Education Coordinator:  
 
Support the delivery and development of the Schools Programme including the 
newly funded Beacon School programme. 
 
- Co-develop the school sessions and projects with the HoE. 
- Assist and deliver the school workshop sessions and any outreach projects. 
- Liaise with artist facilitators to deliver school and outreach sessions, supporting them 
with sessions in the gallery. 
- Record statistics from evaluation forms. 
- Record and maintain budgets and review each quarter with the HoE. 

 
Support the HoE in Creative Professional Development and Training sessions open to 
all freelancers, young people and volunteers. 
 
To manage the Education Volunteers: 

- Recruitment process, ensuring all new recruits, including young people: 
Attend a gallery introduction and training including safeguarding and are 
supported through the DBS process and obtain at least a Volunteer level DBS. 

- Volunteer training programme, including delivery, monitoring and evaluation 
to ensure the training is delivering useful and practical advice and support. 

- To coordinate volunteer bookings and administer the calendar for workshops. 
- Maintain the volunteer spreadsheet, keeping up to date with changes and 

inputting the details from registration forms. 
 
To meet bi-weekly with the HoE to discuss the next month and coordinate calendars, 
resolve any issues that might have arisen, plan sessions for family, CPD and schools 
programme. 
 
Assist with general tasks in the gallery as part of the OG staff team. 

 
Payment and Holidays 
 

- £26-£28k pro rata (depending on experience) – two days a week 
- Overtime can be taken as pay or TOIL 
- Holidays/change of days to be arranged at least two weeks before the 

suggested date. 20 days pro rata – 8 days a year 
 
Place of work 
 
The October Gallery, and any offsite locations for outreach projects (e.g. schools). 
Working from home when agreed with the Head of Education. 
 



 
Person Specification  

- Strong, demonstrable interest and passion in arts education. 
- Passion for improving access to art to a wide audience in particular hard-to-

reach communities. 
- Creative, outgoing, enthusiastic, ‘can-do’ attitude. 
- Able to work as part of a small and dedicated team; as well as the ability to 

work independently. 
- Able to manage time effectively and to multi-task. 

Essential 
 

- Education to degree level or equivalent 
- Excellent spoken and written English 
- Strong digital skills 
- Strong organisational skills, with a good eye for detail 
- The ability to work calmly and efficiently under pressure 
- At least 2 years’ experience working in educational and outreach activities 

within the arts 
- A proven track record of fundraising – in particular, applying to grant-making 

trusts and reporting back to funders 
- Experience of delivering education workshops (formal or informal) with school 

groups 
- A proven ability to manage a budget 
- Experience of evaluating projects 
- Experience of working with social media in a professional context 

 
Desirable 
 

- Experience of managing volunteers 
- Experience of developing projects with artists and teachers 
- A working knowledge of Learning & Participation within the arts sector, 

including an understanding of the National Curriculum, the role of the arts 
within schools/academies, national approaches including Arts Council 
England priorities, current Safeguarding guidance and legislation. 

- Experience of teaching from a diverse curriculum 
- A current knowledge and interest in industry developments in fundraising  
- Experience of working with families in a cultural setting 
- Experience of leading art education projects in-schools 
- Experience of delivering teach training sessions 

 
We welcome and encourage applications from candidates who are under-
represented in the creative industries. 
 
To apply, please send an up to date CV and cover letter (max. 2 pages) detailing 
your suitability for the role to georgie@octobergallery.co.uk  
 
Interviews will be held w/c Monday 24 January 2022. 
 


