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JOB DESCRIPTION 
 
Learning and Participation Co-ordinator (2 days per week) 
     

 
 
Responsible to: Associate Director (Learning and Participation)  
 
Job purpose: Assist in the creation, co-ordination and implementation of all creative 

learning activities at South Hill Park Arts Centre and Theatre, increasing 
participation and cultivating stronger relationships with schools. 

 

 
 
SOUTH HILL PARK ARTS CENTRE AND THEATRE 
 
Located in a beautiful eighteenth century mansion house and grounds, South Hill Park is a unique 
and highly regarded arts centre and theatre, providing a rich mixture of arts performances and 
activities. 
  
A producing and presenting venue: music, theatre, comedy and dance, South Hill Park attracts 
leading professional producers, artists and local groups to form an annual performing arts 
programme augmented by our hugely popular in-house community productions.  From life drawing 
classes to dance master classes, there is also an extensive range of workshops in almost 
everything artistic.  The venue boasts two theatres, music and comedy cellar, recital room, craft 
workshops, three visual art exhibition spaces and a cinema. 
   
In the summer the grounds and buildings are taken over by a number of festivals and outdoor 
events – an opportunity to enjoy popular music, Shakespeare, and children’s theatre in a 
beautifully restored, award-winning English garden. South Hill Park produces its own Christmas 
pantomime and large-scale in-house Easter, October and February productions.   
 
South Hill Park is run by an independent trust registered as a charity and is funded by Bracknell 
Forest Borough Council and Bracknell Town Council, with project support from Arts Council 
England and a number of trusts and foundations. 
 
JOB DESCRIPTION – GENERAL 
 
The Learning and Participation department at South Hill Park is a key part of the organisation’s life-
blood.  Cultivating participation in the arts is an intrinsic part of South Hill Park’s ethos and this 
notion is embedded within the department’s DNA.  
 
Learning and Participation is responsible for conceiving, producing and delivering performing arts 
courses, classes, projects and festivals which are of exceptional quality, fostering participation and 
cultivating a sense of self-worth and personal development.  
 
The department has a participant focused approach to all its work and a commitment to providing 
life-long learning opportunities for those aged 3 to 103.  
 
The Learning and Participation team is led and supported by Mark Hooper, Associate Director 
(Learning and Participation). 
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MAIN DUTIES AND RESPONSIBILITIES 
 

 To provide administrative support for all learning and participation activities; 
 

 To identify, develop and maintain meaningful relationships with schools and further 
education facilities including colleges and universities. 

 

 
 
 
JOB DESCRIPTION – SPECIFIC 
  

 To provide administrative support for all learning and participation activities including youth 
theatre, summer and Easter schools and the diverse programme of courses and classes; 
 

 To work alongside the Associate Director (Learning and Participation) to develop and 
implement a schools engagement plan/programme; 

 

 To develop and maintain close relationships with schools and further education 
establishments; 

 

 To maintain detailed and accurate records of all relationships developed; 
 

 To field incoming enquiries from perspective customers and clients; 
 

 To work alongside the Associate Director (Learning and Participation) to build a strong 
young producers programme (currently called Missed Out); 
 

 To support in the delivery of the venue’s annual primary school festival M.O.L.E.; 
 

 To work closely with the Associate Director (Learning and Participation) to carve out the 
strategic development of the department; 
 

 To create and maintain a database of local community performers; 
 

 To work with the Associate Director (Learning and Participation) to develop new courses 
and classes for adults and young people with SEN; 
 

 To work with the Associate Director (Learning and Participation) to keep accurate and 
detailed records of participation data; 
 

 To work closely with the marketing department on the promotion of all learning and 
participation activities, including social media platforms and up to date and accurate 
information on South Hill Park’s website. 
 

General  
 

 Represent South Hill Park as an ambassador for the organisation at press nights, 
performances, meetings and events as required; 
 

 Undertake any other duties as may be reasonably requested by the Associate Director 
(Learning and Participation); 

 

 Follow and adhere to all health and safety procedures and policy. 
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Relationships  
 
Maintain good professional relationships with: 
 

 Staff, tutors, volunteers and members of the Board of South Hill Park; 
 

 The officers and members of Bracknell Forest Council, Bracknell Town Council and Parish 
Councils; 
 

 Relevant arts organisations, associations and professional bodies including schools and 
universities; 
 

 All other individuals and organisations with whom South Hill Park seeks to work. 

 
 
CONDITIONS OF EMPLOYMENT 
 
Salary:   £18,000 per annum (pro rata 2 days per week) 
 
Normal hours:  9.00am to 5.00pm. Some evening and weekend work may be required for 

which time off in lieu will be given. 
 
Holiday:   20 days paid annual leave, pro rata, in addition to public and Bank Holidays.  
 
Pension:   Enrolment into South Hill Park’s workplace pension scheme. 
 
This post carries a probationary period of three months, during which time the notice period 
required by either party is two weeks.  Subsequent to a satisfactory review, the notice period is 
increased to two months. 
 
 
 
 
TO APPLY 
 
Please complete the application and equal opportunity forms and submit by 12 noon on Monday 
26 March 2018.  
 
Interviews on Monday 9 April 2018 at South Hill Park. 
 
Send completed applications to: Faye Tims, Administrator  

South Hill Park, Ringmead, Bracknell, RG12 7PA 
       
Or email:    faye.tims@southhillpark.org.uk  
 
If you would like an informal discussion about the role please contact Mark Hooper, Associate 
Director (Learning and Participation) by email, mark.hooper@southhillpark.org.uk 
 
 
 
 
EQUAL OPPORTUNITIES 
 
South Hill Park aims to be an equal opportunity employer and is determined to ensure that no 
applicant or employee receives less favourable treatment on the grounds of gender, age, disability, 
religion, belief, sexual orientation, marital status, or race, or is disadvantaged by conditions or 
requirements which cannot be shown to be justifiable. 
 

mailto:faye.tims@southhillpark.org.uk
mailto:mark.hooper@southhillpark.org.uk
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PERSON SPECIFICATION 
 

 
Essential Desirable 

Education  Good general education  Educated to degree level, preferably 
in an arts subject. 

 An up to date DBS check 

Skills & 
Knowledge 

 Professional arts experience 
(delivery and/or administration). 

 Excellent IT skills. 

 Excellent and confident 
communicator. 

 Working to set deadlines. 

 Creative background. 

 Solutions focused. 

 Self-motivated. 

 Experience working in a multi-arts 
environment. 

 Implementing audience development 
initiatives. 

 Full driving licence. 

 Building relationships with 
organisations. 

 Experience working with schools. 

 Knowledge of theatre for young 
people.  

 Knowledge of the local community. 

Personal 
Qualities 

 High degree of self-confidence. 

 Excellent attention to detail. 

 Positive nature. 

 Self-motivated, resilient and 
versatile. 

 Works effectively in a team. 

 Commercially aware with an 
appetite for business development 

 Creative. 

 Adaptable in a changing 
environment. 

 An ability to get on with people from 
a wide variety of backgrounds. 

 Ability to multi-task in a busy work 
environment.  

 Able to work in a team and 
independently/autonomously.  

 Experience working with young 
people.  

 Flexibility and willingness to get 
involved at key times.  

 


