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UK Joint Forum (UKJF) Co-ordinator

Part time – 20 hours per week
Fixed term post – 1 year subject to review

Salary - £20,000 - £24000 (depending on experience)
The UK Joint Forum comprises membership from the strategic bodies in England, Northern Ireland, Scotland and Wales for libraries, museums and archives. The UK Forum acts as an information exchange on strategic development and devolved policies and explores ways in which joint working may be possible in areas where joint working can add value to devolved programmes or when a UK consensus is required. 
The UK Forum meets every six months.  The Forum is also supported by a number of working groups, made up of staff from across the various organisations and senior archive, library and museum stakeholders across the UK
· Marketing

· Workforce development

· Digital and European matters.

Job Outline
We require an experienced individual who has the communication skills to build the profile of the UK Forum, develop the external relationships connected with this initiative and work with the sector to develop and manage action plans emerging from the Forum. The successful applicant will be skilled in managing projects with complex ownership. They will be educated to degree level or with the equivalent experience, demonstrate understanding of the political, operational and contextual environment in which the UK cultural bodies operate, as well as the national factors affecting museums, libraries and archives and the issues which influence them.
The post will provide a secretariat for UK Forum and subgroups and specific support for joint projects which will be reviewed as necessary in an agreed workplan and will be funded by all Forum members.   
The post will be hosted by the Scottish Library and Information Council however the postholder could be based anywhere in the UK. Applicants from all parts of the UK are encouraged. The post for 12 months and could be extended subject to review.
For more information please contact:

Elaine Fulton, Director Scottish Library and Information Council on 01698 458888 or e.fulton@slainte.org.uk
Job Description

Key details 

	Job title: 
	UK Joint Forum (UKJF) Co-ordinator (Part time)

	Reports to: 
	UKJF Board

Day to day line management - Director, Scottish Library & Information Council (SLIC)

	Base location: 

Salary
	To Be agreed

£20,000 - £24000 (dependent on experience)


Job purpose

	To build a profile of the UKJF through cross-sector projects and to support the outcomes of the UKJF by providing a full secretariat service.


	1
	Key responsibilities

· Establish and manage communication lines for UKJF and working groups

· Strategically position UKJF as a contributor for international initiatives such as the Olympics or ICT projects such as the European Digital Library.

· Provide secretariat for all UKJF related meetings

· Co-ordination and mapping of research for UKJF related projects including  identification of potential fundraising and sponsorship opportunities for UK wide projects

· Manage UKJF external relations, developing and implementing a communications plan, including joint policy papers and responses, annual report, impact overview and website

· Support working groups, initiatives and projects with project management support


Job Specification
	Jobholder requirements 
	Essential
	Desirable

	Qualifications
	Degree or equivalent or equivalent experience
	Communications qualification

	Knowledge and Experience
	Experience of busy project management role

Experience of providing a secretariat role to a board or forum or similar governance structure

Previous experience of developing a communications plan

Demonstrate good understanding of devolved cultural policies
	Previous success in project fundraising

Knowledge of current issues in museums, libraries and archives



	Skills
	Project management

Excellent oral and written communication

Interpersonal

Listening 

Decision making

Organisational

Multi-tasking

Managing own workload

Time management

Accuracy

Networking

Presentation
	

	Technical skills
	Microsoft Office


	

	Working Style
	Flexible

Enthusiastic

Constructive

Proactive

Team Player
	

	Additional requirements
	Travel throughout United Kingdom
	Driving licence


Deliverables - examples

Annual overview report

Web presence – high level

Shared research resource

Impacts to national agendas

Delivery of national co-ordinated project.

UK Joint Forum is supported by Cymal, DCAL Northern Ireland, Museums Galleries Scotland, MLA, Scottish Council on Archives and the Scottish Library and Information Council.


