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Department:

	
Place and Economy

	Post number:

	BSTORPO005

	Section:

	Belfast Stories

	Job title:

	Belfast Stories Coordinator

	Grade:

	Grade 9


__________________________________________________________________

Main purpose of job 

Reporting to the Belfast Stories Contracts Manager, this post will be responsible for:

· Managing the stories development programme including a sustained programme of story collection, within agreed controls and budgets and in line with the Ethical Framework, developing the key outputs from RIBA Stage 2 including the Belfast Stories Concept Design, Interpretative Masterplan and Engagement Plan, working with key partners including NI Screen and other public, cultural and archive organisations.

· Developing and delivering an ongoing engagement programme including establishing new and maintaining existing partnership arrangements and ensuring that effective contract management principles are established and adhered to in order to provide assurance on the effective delivery of key targets, objectives and benefits.

· Managing and developing key engagement and stories platforms and structures, including but not limited to, the Stories Panel, the Belfast Stories Screen Reference Group, the Equality Consultative Forum. 

· Leading on development, specification and procurement of a digital platform, the ‘Stories Engine’, in line with the Ethical Framework including ensuring that data protection and intellectual property considerations are addressed, and specialist advice is secured as required. 

· Using financial and commercial acumen to identify, assess and secure external sources of funding to support the long-term aims, objectives and activities of the stories development programme.

· Leading on the Belfast Stories communication plan including associated activities and channels, including managing third party contractors within agreed budgets.
Summary of responsibilities and personal duties 

1. Develop and promote innovative approaches to cultural and stories-based engagement and manage the delivery of tangible visionary projects for the overall stories collection programme through the establishment of co-design processes.

2. Lead and oversee engagement strategies and plans including city wide consultation, maximising opportunities for engagement including with communities of place and interest, at each project stage, working with the Client Manager to ensure an integrated and joined up approach to Stakeholder Management.

3. Work with the Creative Producer to ensure the delivery of co-created, co-designed and co-curated projects with communities of place and interest as part of the overall Content Strategy for Belfast Stories and to support the requirements of the Experience Design Team. 

4. Ensure the stories collection programme maximises impact through a fully integrated approach with the overall Content Strategy, Commissioning Model and associated curatorial policies for Belfast Stories.

5. Foster and deliver a collaborative approach to sustaining a heritage, tourism and stories ecosystem for the city working closely with internal partners including but not limited to, the cultural and tourism teams in council, Tourism NI and Visit Belfast.

6. Identify, attract and optimise potential new sources of external funding ensuring that funding opportunities are maximised and income secured from a range of sources to support the long-term delivery of the stories collection programme. 

7. Work with council’s Marketing and Corporate Communications team and any external agencies to develop necessary positioning strategies including the production of collateral to support marketing, communications and engagement activities.

8. Lead and manage relevant partnership arrangements and ensure adherence to contract management principles and the delivery of all contractual and statutory requirements to achieve the high standard service required by the council.

9. Establish and maintain collaborative working relationships with appropriate partners and stakeholders in order to create and enhance the council’s profile and reputation and meet priority objectives and outputs as set out in the Outline Business Case for Belfast Stories. 

10. Define the clear performance management and service standards required by the project for the successful delivery of all allocated partnership agreements and contracts. 

11. Regularly review, monitor and report on the contractual performance of partnership agreements ensuring that key performance targets are met and that remedial and corrective action plans are put in place to address any significant variances or to mitigate risks.
12. Keep under review new developments and best practice in the fields relating to creative engagement, ethics and heritage, regularly seeking out new opportunities and ways of working, making appropriate recommendations where possible.

13. Act as the key point of contact between the council and any contracted operating partner(s) to ensure efficient and effective contract delivery.

14. Produce relevant committee reports, briefings, reports and papers and attend committees, corporate management teams, project boards etc as and when required.

15. Provide timely advice and support to Chief Officers and Elected Members as and when required and advise council, committees and relevant internal or external working groups.  

16. Represent the senior manager as and when required and in accordance with the responsibilities of the post.

17. Motivate and manage any staff that may be assigned to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

18. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

19. Participate as directed in the council’s recruitment and selection procedures.

20. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

21. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

22. Undertake such other relevant duties as may from time to time be required.

[bookmark: _Hlk136852842]
This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
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[bookmark: _Hlk78812928]Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms, either:
1. have a third level qualification in a relevant subject such as business studies, arts management, marketing or an equivalent qualification and be able to demonstrate on the application form, by providing personal and specific examples, that they have at least one year’s relevant experience in the following three areas:
or
1. be able to demonstrate on the application form, by providing personal and specific examples, that they have at least two years’ relevant experience in the following three areas:

1. developing and leading partnerships with external organisations to successfully deliver projects and meet identified priorities;
1. developing and promoting innovative approaches to cultural engagement and delivering accessible programmes; and
1. reviewing, monitoring and reporting on the contractual performance of partnership agreements or service providers ensuring that key performance targets are met and that remedial and corrective action plans are put in place to address any significant variances or to mitigate risks.

Desirable criterion

[bookmark: _Hlk225159791]In addition to the above essential criteria, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of applications, can demonstrate either a relevant third level qualification and two years’ relevant experience or three years’ relevant experience (as outlined above) in each of the aforementioned areas (a – c).

Special skills and attributes

Applicants must possess the following skills and attributes which may be tested at interview: 

Technical knowledge: knowledge of local and wider cultural and tourism issues with recognition of key economic, social and environmental challenges and drivers in the city and identification of both the strategic and operational role for local government in addressing these. 

Communication skills:  the ability to prepare briefings and presentations and write clear analytical reports and the ability to make presentations, deliver workshops and influence and persuade a range of audiences on complex issues.

Project management skills:  good organisational skills with the ability to initiate, develop, manage and monitor complex projects and to oversee effective delivery by third party organisations.

Partnership working skills:  the ability to establish good working relationships and work in partnership with a wide range of stakeholders across different sectors to develop and deliver a shared agenda to meet common objectives.

Analysis and decision-making skills:  the ability to produce and implement new ideas and innovative solutions and the ability to make decisions which will contribute to enhanced project delivery.

Resource management skills:  the ability to manage and monitor project budgets and associated project resources.

Team working skills:  the ability to work within a small team to ensure the delivery of agreed work objectives.

Political sensitivity skills:  the ability to treat confidential matters with the appropriate discretion and the ability to work with elected representatives with an appreciation of the sensitivities of working in a political environment.

______________________________________________________________________________
Belfast Stories Co-ordinator
21/05/26
