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Job Description
	1. JOB DETAILS:

	Job Title:
	Creative Communities Coordinator

	Reports to:
	Creative Communities Lead

	Prepared/Revised on:
	May 2025


	2. JOB PURPOSE: 

	This role will support key areas of Art in Healthcare’s operations with a focus upon the programmes of creative workshops that we deliver to support health and wellbeing across Scotland. Working with the wider Art in Healthcare team, artists, curators and partners you will contribute to our services being inclusive, impactful, developmental and sustainable. You will ensure that all programmes are well run, taking responsibility for tasks such as artist contracts, booking venues and organising materials, being the first point of contact for referrals, participants and volunteers, collecting EDI data and supporting the production of risk assessments. You will also support the documentation and evaluation of programmes, helping us to gather and share feedback. 
Another important part of this role is communications, and you will be responsible for working with the Collection and Communications Coordinator to create regular and engaging social media posts and website posts. 
You will have responsibility for helping us as a team to meet these specific strategic aims:
Use Art and Creativity to help People Feel Better   
· Consolidate and develop our existing workshop programme, ensuring that the benefits of art and creativity are available to all.

· Support ambitions to use participatory activities and programmes to animate our art collection in health and social care settings.  
Increase Access to Art and to our Services 

· Place engagement, inclusion and accessibility at the core of all our activities.  
Widen our Partnerships to Unlock Potential 

· Use evaluation and data to inform our activities. 

· Empower communities and partners to help shape our services. 
Challenge Ourselves on our Environmental Responsibilities 

· Support participants to engage with the natural environment, creativity, and consider social change, including climate change. 



	3. SCOPE OF ROLE:

	Staff
	Direct Reports:
	Volunteers

	
	Indirect Reports:
	Artists and occasional student placements

	Financial
	Funding:
	N/A

	
	Budget:
	N/A


	4. KEY RESPONSIBILITIES:
	MEASURES:

	Co-ordinating, and ensuring the smooth running of, our in-person and on-line workshop programmes, such as Caring Spaces and Room for Art. 
	Artists are contracted, venues booked, materials ordered and trained volunteers in place.

	Manage records and procedures including contact database, risk assessments and the coordination of Disclosure Scotland PVG checks for artists and volunteers, etc.
	Well-managed processes and systems that support the delivery of the programmes

	Work with volunteers, supporting their recruitment, induction and supervision/development.
	A well supported team of regular volunteers, that reflect the communities that we work alongside.

	Be the first point of contact for all enquires relating to Room for Art including processing new referrals. Issue regular email updates to workshop participants and volunteers.
	Accessible, inclusive and timely communication.

	Co-ordinate group trips, exhibitions, and associated events.
	A well-managed, inclusive, co-produced programme of events each year.

	Work as part of a team to design evaluation and assist with the collation and inputting of data.


	Qualitative and quantitative data to share impact with funders and wider audiences.

	Maintain good links with partners and local services.


	Support Art in Healthcare to be a well-connected organisation and generous partner.

	Assist with social media promotion and documentation of activities. Ensure the website is up to date. 
	Social media and website functioning well in relation to information, news and activities relating to the workshop programmes.

	Assist with workshops specifically for those participants that require more support.
	Well run, appropriately resourced workshops.

	Support a programme of events and exhibitions.
	An annual programme of engaging events and exhibitions.


	5. COMMUNICATIONS & WORKING RELATIONSHIPS: 

	Internal: 
· All other team members [including freelance staff and contractors] to ensure that the charity is delivering against its aims in ways that are appropriate and efficient.
· Regular meetings with line manager to review, support and plan.
· Support the Board Advisory Sub-group.
External: 
· Partners such as community venues, referral partners etc. 
· Our wider community and partners.
· Workshop participants and their family or carers, as necessary.




	6. BOUNDARIES, & DECISION-MAKING: 

	We have three organisational values which guide our decision making and inform our behaviour as an organisation. These are:  
Care - We care for people, our art collection and our environment. 
Communities - We work collaboratively to make connections between people and art and to encourage health and social equality. 
Creativity - We believe the arts have a positive effect on health and wellbeing and should be available to everyone.  
You will be supported and managed by the Creative Communities Lead. You are expected to attend regular meetings with your line manager to agree a schedule of work. All work must be completed in a timely manner and to a high standard, with attention to detail.
You will have some key responsibilities, including:

· Being the first point of contact for new referrals to our creative programmes
· Being the first point of contact for volunteers
· Work alongside freelance artists, providing the support that they require, to deliver the workshop programme effectively.
· Work in line with Art in Healthcare’s policies and procedures and specifically recognising the importance of confidentiality, safeguarding and knowing when to ‘pass things up’ to the Creative Communities Lead.


	8. QUALIFICATIONS, EXPERIENCE, & SKILLS: 

	Education level   

You will have relevant work experience in a similar role and may hold a qualification [HND or above] in Fine Art, or a similar creative subject. 
Professional Qualifications

N/A
Work Experience
You will have at least eighteen months of relevant work experience in a public-facing role, where you have been working alongside others, supporting them to fulfil their potential. Ideally you will have worked with adults in this capacity and can demonstrate how creativity shaped your approach and the impact of the work that you were supporting. You will have an interest in contemporary art and an understanding of the arts sector in Scotland. 
You will be able to demonstrate strong communication skills, both in writing and in person. This includes an awareness of different communication styles. You will have some experience of working with diverse audiences in an accessible and trauma-informed manner. You may also have some experience of coordinating events.
This role supports a broad programme of workshops and so you will need to have excellent time management skills, be able to take initiative and prioritise activities. As a member of a small team, there is a need to be organised, adaptable, cooperative and ‘can do’.


	9. BEHAVIOURAL COMPETENCIES:

We have identified seven behavioural competencies for the team at Art in Healthcare. For further detail please refer to the Art in Healthcare Behavioural Competency Framework.

	Core Competencies 
	Minimum Required Levels

	· Adaptability and Flexibility
· Collaboration and Teamwork

· Communication

· Care and Diligence

· Initiative

· Innovation and Creative Thinking

· Reflection and Learning
	· Intermediate
· Foundation
· Foundation
· Foundation
· Intermediate
· Foundation
· Foundation

	Leadership Competencies 
	Minimum Required Levels

	· N/A
	


	10.TECHNICAL COMPETENCIES

Alongside the behavioural competencies, each role has its own set of technical competencies.

	Technical Competencies
	Minimum Required Levels

	· Strong communication skills and a demonstrable sense of empathy.

· A good working knowledge of art materials and how they can be used within a workshop environment.

· Diligent and methodical approach to work and consistent attention to detail.

· Ability to co-ordinate multiple programmes, running concurrently. 

· Ability to produce and deliver accessible social media and website posts.

	· Intermediate
· Foundation
· Intermediate
· Foundation
· Foundation
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