
 

 

 
 
 
Job Description & How to Apply 
 
Job Title: Education Officer 
 
Reports to: Education Manager 
 
Location: London office 
 
Hours: Full time (10am – 6pm) with some out of hours and off-site working as required. 
 
Post Objective: To project manage the Foyle Young Poets of the Year Award, 
delivering the competition to a high standard while extending participation, and 
developing opportunities for further talent development. To help with the delivery and 
evaluation of activities including the SLAMbassadors spoken word championship, print 
and digital content, setting up poet visits in schools, school engagement schemes and 
live events. The post-holder will also be expected to assist in developing new project 
ideas and proposals, overseeing a flexible range of short-term school and participation 
projects, to build relationships with cultural partners, and to play an active part in the 
smooth running of the organisation. 
 
Main Duties: 
 
Foyle Young Poets of the Year Award 
Project manage all aspects of the Foyle Young Poets of the Year award, including: 

 
o Maintaining clear and supportive communications with young winners and 

entrants. 
o Maintaining a strong relationship with our funders, the Foyle Foundation: 

including producing a yearly project report, compiling competition statistics 
and evaluating the programme; and writing further funding bids where 
required.  

o Overseeing project budget. 
o Managing the entry process, including related data management. 
o Marketing and promotion of the competition, including organising mailings, 

writing web content, working with an external PR agency, co-ordinating 
production of print materials with our in-house team, securing prizes 
from partners. 

o Managing the judging process, including co-ordination of high-profile 
poet judges.  

o Organisation and delivery of prize-giving event.  
o Organisation and delivery of residential Arvon course for winners. 
o Generating further benefits for participants with partner organisations, 

including showcasing opportunities for former prize winners/Young 
Associates.  



 

o Oversee a range of accompanying project work in schools, including poetry 
workshops, pupil mentoring, resource development and teacher CPD. 

o Recruit and manage Foyle Interns annually, as well as freelance staff and 
volunteers. 

o In 2017-2018 build on the legacy of the competition to make the most of its 
twentieth anniversary. 

 
 
SLAMbassadors 
To help with the delivery of The Poetry Society’s spoken word projects for young 
people, including: 

o Co-ordinating workshops and mentoring for young people with our team of 
poet coaches in schools and informal settings. 

o Assisting with marketing and production of live events, including co-ordination 
with film crews, artists, participants, stakeholders and audiences. 
 

 
Poets in Schools  
Alongside other members of the Education team, set up poet visits in schools, and 
broker large-scale Poets in Schools’ residencies involving clusters of schools, including: 

o Liaising with schools, local authorities and other groups. 
o Promoting Poetry Society services to schools and the wider education sector.  
o Co-ordinating and overseeing tailored packages, including: contracting 

writers, overseeing DBSs and safeguarding, co-ordinating INSET sessions. 
o Evaluation of all activity, and production of project profiles and case studies. 

 
 
New commissions and initiatives  
Developing project ideas within the Education team and across the wider work of the 
Society, including: 

o Brokering relationships with new partners. 
o Developing opportunities for schools and young people. 
o Marketing and managing new programmes; recruiting writers, overseeing 

administration and marketing, safeguarding and evaluation. 
o Fundraising within the department’s fundraising strategy, including: 

researching and writing bids, building relationships with new supporters, and 
producing reports where required. 

 
 
Education team –  general  
Alongside other member of the Education team, to play a shared role in activities 
including: 

o Networking within the sector, including representing the Society at 
conferences, steering groups and seminars where required. 

o Compiling data for evaluation and reports, particularly ensuring appropriate 
information is prepared for reporting to Arts Council England. 

o Communicating with teachers and stakeholders through e-bulletins and 
newsletters. 



 

o Creating and editing copy and content for Poetryclass teacher resources, and 
other brochures and materials. 

o Maintaining lively social media communications to targeted audiences. 
o Managing digital content including updating websites, creating and uploading 

podcasts and video material. 
o Assisting the Education team in maintaining and developing systems for all 

areas of its work – to include liaising with poets, teachers and venues, 
distribution of course materials and processing of payments.  

o Assisting with the commissioning and uploading of content to Poetry 
International, showcasing British poets to an international audience. 

o Developing membership packages to secure long-term and sustainable 
relationships with schools. 

 
 
Supporting the wider activity of The Poetry Society, including: answering queries by 
phone and email, assisting with other programmes and events, and other duties as 
may be reasonably required. 
 

 
Essential knowledge, skills, experience: 
 Minimum of two years’ relevant experience in project management within arts 

education. 
 Experience of working with young people and with schools. 
 Communicable enthusiasm for literature. 
 Proven experience of project delivery. 
 Experience of managing budgets, and numerical confidence. 
 Effective communicator: written, phone, face to face, and in public. 
 Proven administrator with excellent organisational and planning skills 
 Good knowledge of Microsoft Office (Excel, Word, Outlook, Access). 
 Excellent writing skills and attention to detail. 
 Experience of working with digital content. 
 Commitment to equal opportunities. 
 
Desirable knowledge, skills and experience 
 Experience in writing successful funding bids and evaluation reports and building 

funder relationships. 
 Demonstrable knowledge of contemporary poetry/spoken word. 
 Experience working with partner organisations in relevant sectors. 
 Demonstrable interest in education and arts policy. Some knowledge of the 

National Curriculum. 
 First-hand experience working with diverse communities and young people. 
 Experience of commissioning and working with freelancers. 
 Experience of gathering and interpreting data, and conducting research. 
 Experience of working with/managing live events and partnership projects. 
 



 

Person specification: 
 Able to work effectively within a team, motivating and supporting others. 
 Quick-thinking, with ability to problem-solve calmly and effectively. 
 Able to work energetically, and flexibly, with the proven tenacity to deliver 

projects. 
 Able to think entrepreneurially and develop innovative ideas. 
 Highly motivated and able to work with multiple deadlines in a busy office. 
 Confident and effective communicator in writing and in person. 
 Informed about and passionately committed to the role and purpose of arts 

education. 
 
Post information 
 
Salary: £24K. Start date: ASAP. 
Probationary period: 6 months. 
Hours: 5 days p.w. Normal office hours are 10am – 6pm Monday to Friday. Some 
evening and weekend work will be required. 
Holiday entitlement: Holiday entitlement is 20 days p.a. in the first year plus statutory 
public holidays and Poetry Society Christmas leave, increasing in year 2 and 3. 
Other benefits: The Poetry Society runs a pension scheme; when the Poetry Café  
re-opens after refurbishment, discounted meals and drinks will be available. 
Location: The post is based in London. The Poetry Society Offices are at 22 Betterton 
St, London WC2H 9BX. 
 
We welcome applicants regardless of race or colour, nationality or ethnic origin, 
religion or religious belief, sex or marital status, sexual orientation, disability or age. 
Any job offer is made conditional to the satisfactory completion of a DBS check and 
satisfactory references, including one regarding work with children and young people. 
 
How to apply 
 
Applications should include: 

o Comprehensive CV giving details of relevant achievements. Please indicate the 
best way to contact you during the day. All communication will be made 
discreetly. 

o A covering letter that summarises your interest in this post. IMPORTANT: please 
provide evidence of your ability to match the required skills, experience and 
knowledge criteria outlined above. 

o A completed Equal Opportunities Monitoring Form. 
o Details of your notice period, if applicable. 

 
Applications should be sent: 
by email to Sophie Kirk skirk@poetrysociety.org.uk 
 
Closing Date: Monday 28th November, 12 noon 
 
Interviews: Tuesday 6th December 2016 
 
 


