
Job Description

Post: Schools Coordinator

Department: Creative Learning

Reports To: Creative Learning Manager (Schools)

Southbank Centre

Southbank Centre is a world-famous, multi-venue arts centre in London, with a dynamic year-round artistic

programme and an inclusive ethos. The UK’s largest arts centre, Southbank Centre was founded with the

Festival of Britain in 1951. It’s a place where people experience world-class art, music and culture that

stimulates, inspires, educates and amazes. Our festival programme encompasses classical and

contemporary music, art, theatre literature, dance and debate. It reaches 6.25 million people a year, and

encompasses over 5,000 events featuring world-class artists from across the globe. Southbank Centre sits in

London’s most vibrant cultural quarter (and Europe’s largest arts campus) on the southern bank of the

Thames.

The site is home to the much loved Royal Festival Hall, Queen Elizabeth Hall, Purcell Room, Hayward Gallery,

National Poetry Library, and Arts Council Collection of visual art, as well as all the indoor and outdoor

performance, cafe and retail spaces in between. The Royal Festival Hall is a 2,900 seat venue and is home to

4 resident orchestras. It hosts contemporary music events as well as dance, performance and talks. The

Hayward Gallery is one of the world’s leading contemporary art galleries and has played a crucial role in

presenting work by some of the world’s most significant artists. Southbank Centre is proud to be the UK’s

only permanent festival site.

Our festivals are based on a range of themes and subjects and celebrate the diverse experiences of people

and cultures. We present as many free activities as possible alongside our ticketed events, and provide a

unique educational offer to thousands of schools, young people and adults to immerse themselves in

imaginative creative learning programmes all year round.

We present work for everyone and we welcome applications from everyone. By attracting people to work

for us from a broad range of backgrounds with diverse attitudes, opinions and beliefs, we can continue to

look at the world with fresh eyes and find new ways of doing things.

Our Values

● Culturally active - We believe in the power of art, ideas and creativity to inspire, educate and effect

change. We’re not afraid to look at the world with fresh eyes, give people a voice and find new

ways of doing things.

● Creatively challenging - We bring rigour and passion to our quest for outstanding artists, ideas and

experiences.

● Playful - We believe in being bold, unexpected and fun.
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● Entrepreneurial - We believe that commercial entrepreneurship can live happily beside the

demanding requirements of art making to the profit of both.

● Celebratory - We celebrate humanity in a way that is both delightful and profound through

harnessing the power of learning and a sense of shared congregation.

Creative Learning Team

The role of the Schools Coordinator sits within the Creative Learning team - a team that aims to find new

and creative ways for schools, communities, individualDo s and emerging artists to engage with Southbank

Centre’s artistic programme, collections and buildings through learning and participation opportunities. The

work of the team includes Southbank Centre’s school programme, arts and wellbeing community

engagement programme and emerging artists and young creatives programme. The Schools Coordinator,

working to the Creative Learning Manager (Schools), will have a key role in supporting the programming and

delivery of events and projects for and with schools and teachers.

Role objectives

● To support the Creative Learning Manager (Schools) in the overall planning, programming and

delivery of events and projects within Southbank Centre’s Schools Programme

Main Responsibilities

● Working closely with the Creative Learning Manager (Schools) to deliver the key aims of the Schools

programme, working across primary, secondary and SEND schools.

● To undertake administration to support Southbank Centre’s schools programme, including

scheduling meetings, entering event information onto Artifax, contracting artists, recording data on

Tessitura, and recording budget information.

● Taking a lead in producing smaller scale events and projects as agreed with the Creative Learning

Manager (Schools), for example schools events in the Hayward Gallery, and Teachers’ events.

● Being part of the team that delivers events on the day, with a proactive, ‘hands on’, problem solving

approach.

● Contribute to the generation of ideas for a diverse, relevant and accessible schools programme

which has high quality artistic experiences at its heart

● Coordinating communication with schools and parents in advance of an event or project, and

ensuring the necessary paperwork is completed regarding safeguarding and parental permission

● To be a key first point of contact for schools, ensuring good communication, and creating

a warm welcome within Southbank Centre’s ethos of giving everyone access to our site and the arts.

Schools Coordinator August 2021



● Manage the schools inbox; regularly communicating with schools via phone calls, emails and

promotional material; answering enquiries, promoting events, receiving feedback and updating

teachers on our programme.

● Work in partnership with key Southbank Centre teams to successfully and efficiently deliver

Southbank Centre’s Schools Programme; including Marketing, Finance, Production, Event

Management, Visitor Experience and Development.

● Working closely with the Creative Learning Manager (Schools) and marketing team to support the

promotion of  the schools programme; including writing copy for the website and scheduling,

coordinating, building and contributing content to regular schools e-bulletin.

● Contribute to the evaluation of the schools programme; implementing the evaluation plan,

collecting and recording data.

● To represent the schools programme as required in programming, planning and operational

meetings.

● Actively champion Southbank Centre’s Schools Programme internally and externally.

● To ensure Southbank Centre’s processes are followed in relation to events and projects, including

organising health and safety, access and safeguarding requirements, referring to the Creative

Learning Manager (Schools) where required.

● This post requires some flexibility to work evenings / weekends in accordance with the needs of
each particular project;

● To undertake any other duties and responsibilities as deemed  necessary by the Head of Creative

Learning and Creative Learning Manager (Schools) to fulfil the obligations of the role.

This post is subject to enhanced DBS clearance.

Person Specification

Schools Coordinator August 2021



Post: Schools Coordinator

Department: Creative Learning

Reports To: Creative Learning Manager (Schools)

Essential skills and experience required

We are looking for someone who:

● Has experience of coordinating live events and/or projects for schools or children and young
people.

● Has strong administration skills with experience of following complex processes accurately.
● Has good project management skills, and a proven track record of coordinating projects on time.

● Has an interest in, and awareness of, the UK school system and curriculum.
● Is an excellent communicator, with experience of adapting their communication style to suit

different partners, stakeholders and colleagues with tact and diplomacy.
● Enjoys working as part of a team with the ability to work collaboratively with colleagues across the

organisation.

● Is well organised, able to manage their own time efficiently and prioritise a busy workload.

● Has strong IT skills (including MS Office and Google Drive).

● Works with strong attention to detail.

● Has a keen interest in the arts, contemporary culture and the role of an arts centre.

● Thrives in a busy and demanding work environment. Is flexible and adaptable in a quickly evolving

environment, able to think and act quickly in line with team values.

● Is able to demonstrate an understanding of and commitment to the role that diversity and inclusion

play in the activities of the Southbank Centre as a whole and in the work of this particular job.

Desirable skills and experience

● Knowledge and experience of working on learning and participation projects in an art or cultural

setting, or within an education or youth context.

● Experience of coordinating arts projects with, or working directly in, primary and secondary schools.

● Has an understanding and awareness of the key policy and legislative requirements related to live

events including health and safety, access and safeguarding;

● Experience of working on a number of different projects at the same time with different time scales

● Has experience of monitoring and working within defined project budgets;

● Experience of marketing for schools.

● An interest in the art forms Southbank Centre presents.

Please note: At Southbank Centre we aim to provide safe participatory and creative opportunities for all the

children and young people who take part in our programme and visit our site. As this role will require you to

work closely with children and/or vulnerable adults, you would be required to apply for a DBS check if you

were offered the role. This is in line with our Safeguarding Policy and is a key requirement of this role.

The Southbank Centre Way
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The Southbank Centre Way is a framework that sets out how we want our people to work together,

enjoying what we do. It describes the qualities that drive our ability to inspire, provoke and transform lives

and illustrates behaviours that make Southbank Centre a warm and welcoming destination in which to

work, perform or visit. The language that forms the Southbank Centre Way comes from the people who

work here. We have captured their words to help everyone we work with understand us. We believe it is

vital for our staff to display these qualities and behaviours for us to be the world class organisation we

aspire to be and we will be looking for these attributes as part of our selection process for this role.

Click to find out more about the Southbank Centre Way.
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