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Job Description

Post:


Resource Coordinator
Responsible to: 
Director

Responsible for: 
Placements and trainees assigned to the area

Hours:


37.5

Salary:

£21,000

Annual Leave:
25 days and 6 public holidays.

Probation:
There is a probationary period of 6 months. This is exempt from the disciplinary procedures.

Notice:
One month (1 week during 6 month probationary period).

Background

Street Level was established in 1989 by Glasgow Photography Group as a gallery, workshop and education provider, with the aim of promoting photographic practice in the West of Scotland. Its primary purpose is to provide artists and the public with a range of opportunities to make and engage with photography and screen based work. 
Trongate 103 

Street Level stands on the threshold of significant new developments through its involvement in the Trongate 103 initiative, which will provide a home for 8 arts organizations and be a focus for the production and exhibition of contemporary visual art. Individually, these organisations support distinct areas of artistic practice, but collectively they will provide a diversity of experience and opportunity that will make Trongate 103 unique. The building opens in September 2009. 

Street Level is seeking a dynamic, resourceful and technically robust individual who will thrive in the opportunities this offers. The job will entail the effective running of the open access resource and artists production facilities, considerable work with creatives and the public through coordination of training courses, as well as supporting Street Level’s audience development and community collaborations with schools, community groups, artists, the voluntary sector and business community. 

Street Level’s new equipment facility has been made possible with support from:
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Main duties;

To develop and manage a programme of classes and courses which utilise and promote the use of the production facilities
To assist with activities related to the participatory arts programme (including SNAP)

To provide technical support and advice for the creative programme, including digital printing function

To oversee the technical delivery of projects

To oversee the maintenance and management of Street Levels open access facility, including a digital suite, darkrooms and printing facility

To maintain and manage Street Levels production and exhibition equipment

To ensure the commercial viability of the production programme and facilities

To actively promote the use of the production facilities by artists, groups and members of the public

Manage the day-to-day organisation of courses, classes and bookings, including diary management, booking tutors and issuing agreements and consent forms.

To deliver some of the classes and inductions within the programme where appropriate
To provide technical support and advice to the programme team, including curatorial and interpretation personnel

To take part in regular team meetings

To ensure a coordinated approach to IT 

To provide duty management during open access facility hours of operation

Representing the interests of Street Level Photoworks externally at seminars, conferences and other networking opportunities

Other:

Supporting the organisation at launches and other events, including assisting in the preparation of such activities 

Contribute to funding proposals to expand the programme

Occasional ad hoc reasonable duties at the request of the Director

Person specification
Essential

· Exceptional planning and organisational skills, and ability to priorities tasks

· Experience of running projects to time and budget
· Ability to work well with all people from diverse backgrounds and with differing levels of knowledge

· A good self-starter, an ability to follow instructions from line management and to cooperate with other project staff

· Excellent time management skills

· Approachable and cooperative with the ability to follow procedures resolutely and professionally

· A informed knowledge of imaging technologies and a keen interest in developments in digital imaging and IT

· Commitment to the ethos of Street Level Photoworks

Desirable

· A degree or equivalent in an arts or technical discipline, preferably photography or digital imaging

· Knowledge of maintaining and implementing Health and Safety legislation

· An understanding and commitment to Equalities

A Disclosure Scotland check will apply

Application Form 

Street Level Photoworks

Resource Coordinator
Closing date:10th July 2009

Please send to: ‘Recruitment’, Street Level Photoworks, 48 King Street, 1st Floor, Glasgow G1 5QT or via email to: malcolm@streetlevelphotoworks.org
(A signed hard copy will be required)

Please ensure you have read the attached details BEFORE you fill out this form. 

Please complete this form in typescript or black ink. It is acceptable to retype this form to complete it on a word processor, but please follow the layout below as closely as possible (please do not exceed the space guidelines as indicated for each question). CVs on their own will not be accepted.
Personal Details

Surname





First name/s 

Home address


Home phone




 
Work phone (if applicable) or mobile

Email

Present / most recent employment and/or freelance assignments (paid or unpaid)

(If you are freelance, please use this format to give details of your current main projects/clients (max three), outlining each in a separate entry, by copying and attaching to this form up to one side A4 maximum)

Name of employing organisation/projects 

Position held

Address 

When you started there 

Your leaving date (if you have left) 

Present/most recent salary 

Notice period (if applicable) 

Your reason for seeking other employment (or for having left) 

Please outline your post and/or project title, your current key responsibilities and your key priorities/achievements in this post/project

Have you ever been convicted of a criminal offence? YES /NO

(Please note that this post is subject to a Disclosure Check)

Have you been absent from work through illness in the last two years? 

YES / NO

If yes please give details (including dates).

Education, Training and Professional Qualifications (please include details of any short courses or informal training, eg. placements)

(half side A4 maximum)

	School, university, other agency
	Course studied/qualification obtained
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Past employment and/or freelance assignments (paid or unpaid)

(if freelance please list up to 3 key past projects/clients in past 5 years) (half side A4 maximum)

	Past employer (name and short address)
	Post/project title; your key responsibilities / achievements in this post
	Dates
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Experience, Skills, Interests

Referring to the Person Specification, and bearing in mind what you will say in your cover letter, please outline how your skills, experience, interests equip you for the post. We suggest you use short paragraphs or ‘bullet’ points. (one side A4 maximum)

Referees

Please give the details of two referees, one of whom should be your current or most recent employer. References will only be taken up if an offer of employment is being seriously considered. 

Please delete as applicable: I do / do not require you to ask my permission to contact my referees.

1. Name 





Post/organisation (if applicable)


Address





Telephone





How do you know the referee? 
Eg. employer, teacher, course leader

2. Name 





Post/organisation (if applicable)


Address





Telephone





How do you know the referee? 
E.g. employer, teacher, course leader

Legal requirements

In order to comply with Immigration Act 1996 we are required to ask for proof of your right to work in the UK. This will be requested once an offer of employment has been made.  However if you require a work permit in order to work in the UK please indicate here:

Please give details of any criminal convictions you have had, excluding any considered ‘spent’ under the rehabilitation of Offenders Act 1974 (minor motoring offences should be disregarded). If clarification is required please see www.nacro.org.uk
Declaration

To the best of my knowledge the information on this application form is correct. 

Signature





Name in block capitals



Date






Equality and Diversity Monitoring

(this form will only be used for statistical monitoring purposes and will not be seen by the selection panel)

Street Level Photoworks is committed to equality and diversity in employment and all aspects of their programmes and operations. 

In order to monitor the effectiveness of this policy we would be grateful if you could complete this section of the form. Completion is voluntary and will in no way prejudice your application.

Please circle details as appropriate:

Are you:
MALE
FEMALE



Would you define yourself as a
Yes
No

Disabled person?

How do you describe your ethnic origins?

African
 FORMCHECKBOX 

Asian
 FORMCHECKBOX 

Black British
 FORMCHECKBOX 




European
 FORMCHECKBOX 

Caribbean
 FORMCHECKBOX 



Irish
 FORMCHECKBOX 



White UK
 FORMCHECKBOX 



Other, please specify.............................

Are you?


18-24 yrs old

 FORMCHECKBOX 

25-34 yrs old

 FORMCHECKBOX 

35-44 yrs old

 FORMCHECKBOX 

45-54 yrs old

 FORMCHECKBOX 

55-64 yrs old

 FORMCHECKBOX 

65+


 FORMCHECKBOX 

Where did you see this vacancy advertised?

Signed ..............................................................           Date .........................

Please return with your completed application and covering letter to: 

‘Recruitment’, Street Level Photoworks, 48 King Street, 1st Floor, Glasgow G1 5QT

