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Glasgow Women's Library
Job Description 
:
Adult Literacy and Numeracy (ALN) Development Worker

Hours of work

:
35 hours per week (full-time)
Salary           

:
£27,780 (AP5, SCP 32)

Holidays

:
25 days per annum plus 12 public holidays

Reporting to

:
Lifelong Learning and Creative Development Manager

Fixed term contract, this post is funded by Glasgow City Council with support from Glasgow’s Learning Partnership, initially until 31st March 2014.

Glasgow Women’s Library (GWL) is unique in Scotland. An Accredited Museum, it is a vibrant information hub housing a lending library, archive collections and artefacts relating to women’s lives, histories and achievements. It also delivers an innovative Lifelong Learning Programme, an Adult Literacy and Numeracy Project, a dedicated Black and Minority Ethnic Women’s Project and a National Lifelong Learning Project.  GWL is going through exciting times with an imminent relocation to permanent premises in Bridgeton scheduled for the Spring.
The ALN Development Worker is required to manage this core GWL provision. We are seeking to recruit a committed, imaginative individual with the vision to develop ground-breaking services in a unique environment. You should be able to embrace a challenging role in a dynamic team, and be passionate about the positive role and potential of learning, libraries and cultural organisations in people’s lives.

Main duties and responsibilities: 
· Developing the ALN Project at Glasgow Women's Library (GWL) so that it is relevant to, and maximises the opportunities available within, this unique library, archive and museum setting

· Supervising and managing a team of Adult Literacy and Numeracy Tutors

· Facilitating Adult Literacy and Numeracy work, including assessment of service users, development of Individual Learning Plans and delivering one-to-one and group tutoring

· Ensuring the effective implementation of monitoring and evaluation systems for the project and the submission of regular monitoring and evaluation reports to funders, GWL Directors, managers and other relevant stakeholders 
· Responding to requests for information on the project from individuals and groups and to promote the service to women and women’s organisations
· Liaising with appropriate institutions, learning providers, agencies and service providers, in the statutory and voluntary sectors, on issues relevant to the project including developing ‘outreach’ provision and group learning opportunities

· Representing the project at meetings as necessary 

· Preparing regular written reports on the work as required

· Liaising closely with other Glasgow Women's Library workers 

· Attending and contributing to regular team meetings / supervision sessions 

· Undertaking and delivering appropriate training and staff development

· Undertaking any other reasonable duties, commensurate with the job title, as may be determined by the Library, and work within its policies and procedures.

Person Specification:
Adult Literacy and Numeracy Development Worker
The Person Specification is designed to let applicants know what is required in relation to the attributes of a successful candidate. The Person Specification is divided between 'essential' and 'desirable' attributes. 

In order to convince the selection panel that you should be short-listed for interview, you must be able to show that you meet all the essential requirements. If you can also meet some or all of the desirable requirements, then you will have further advanced your case for a successful application.

Please try to structure your own answers on the application form to show the panel how you meet these requirements, especially the essential ones.

If you are called for interview, the panel will ask you questions specifically designed to confirm your ability to meet such requirements.

Essential Criteria
· Experience of developing and managing an innovative project 
· Experience of direct delivery of Adult Literacy and Numeracy work

· A relevant qualification, for example SVQ in Introductory Training in Adult Literacies, or training in ITALL

· Familiarity with the ‘Adult Literacy and Numeracy Curriculum Framework for Scotland’  

· Experience of managing a small team

· Proficient PC user – word processing, spreadsheets, databases, internet, email and experience of using Social Media to promote learning
· Experience of implementing and analysing effective monitoring and evaluation systems

· Excellent communication skills, both written and verbal (including the delivery of internal and external reports)

· A knowledge and understanding of women’s equality and social inclusion issues
· Ability to work sensitively and flexibly with the client group according to service users’ pace and preferred learning style

· Ability to work on own initiative without close supervision

· Ability to work as part of a team

· Ability to work flexibly including occasional evenings and weekends if required and with ‘outreach’ groups.

Desirable Criteria
· Experience of liaising and working effectively in partnership with other organisations and agencies

· Experience of outreach work

· Ability to produce and promote publicity materials

· Experience of the role of information technology in adult learning

· Experience of working with women’s groups or organisations

· Experience of delivering training in relevant approaches to learning and literacies, for example ITALL
· Knowledge of and interest in Social Enterprise within a Voluntary Sector context
Women only need apply as this job is required to be for a person of a particular sex under Schedule 9, Part 1 of the Equality Act 2010
Closing date for completed applications - 5pm, Friday 15th February 2013
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