
 

 

IWM Job Description – July 2013 

 
JOB DESCRIPTION 

 

 

Job Title Learning Officer 

Department Department for Learning 

Division IWM Duxford 

Reports to Learning and Access Manager 

Salary Range 

Contract  

£22,720 - £25,709 

Fixed Term Contract 

 

Learning and access are a central part of Imperial War Museums (IWM) remit and the main aim of the 

Department for Learning at IWM Duxford is to enable visitors of all ages to enjoy a stimulating, interactive 

and hands-on approach to understanding the collections. Currently over 100,000 visitors benefit from a 

direct learning experience. 

The post-holder will work with colleagues to help develop and deliver the successful and busy 

programme for schools, families and adults to ensure its continued evolution in relation to IWM 

Duxford’s purpose and audiences. This role is an opportunity to work as part of an established but 

evolving team and programme and across a wide range of subjects, from history to science, and 

exploiting the breadth of the collection. 

 

The Learning Officer will support the development of new initiatives and resources for the formal 

learning programme, will teach mainly primary schools (both history and basic Science and Technology 

sessions), will support the informal learning programme and rewrite digital content in the new branded 

format. 

 

The Learning Officer will be involved with the programme for schools and families.  This will involve 

teaching mainly primary school groups, both history and basic science and technology sessions and 

supporting the Informal Learning programme during holiday times.  An additional role is to convert all 

existing self-directed resources to the new IWM branded templates and support digital learning 

initiatives. 

  

 

 Learn and understand the philosophy and purpose of IWM and especially IWM Duxford and its 
collection and communicate this to educational groups in the most appropriate way. 

 

 Deliver talks and workshops on a variety of subjects relevant to IWM and the National Curriculum 
according to best practice. These may be in dedicated teaching spaces or in the galleries.  

 

 Maintain the artefacts used in formal learning activities in a good condition. 
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 Assist in the delivery of agreed special events, ensuring departmental philosophy, policy, budget 
limitations and best practice are followed. 

 

 Deliver and facilitate activities for informal learners, such as families and adults, in relation to key 
exhibitions, events or themes that are part of the public programme calendar. Interpret museum 
objects effectively and with due care, guiding learners to use appropriate handling techniques and 
monitoring the condition of handling objects. 

 

 Deliver occasional outreach sessions to primary schools within a 30 mile radius of IWM Duxford as 
requested. 

 

 Undertake relevant training and professional development opportunities. 
 

 Undertake collections-based research to produce learning resources for teaching sessions and to 
enhance the shared learning resources of the department. 

 

 Assist in the care and management of the resources (such as the handling collection and 
database, AV equipment etc) used by the Learning team in programme delivery. 

 

 Undertake administrative tasks that are relevant to this role. This may include ordering resources, 
facilitating bookings of speakers or services for particular learning events, supporting school 
bookings or liaising with colleagues across the museum to ensure a smooth day-to-day operation 
of the learning programme. 

 

 Work with colleagues at other IWM branches as appropriate. 
 

 Work flexible annualised hours including weekend working as required. 

 

ICT/digital: 

 

 Use the established IWM systems for ordering goods, risk assessments etc. 

 Rewrite the department’s digital content in the new format for the digital learning group, ensuring 
that it meets the agreed cross branch framework. 

 Review existing digital content of on-site self directed resources, amend as appropriate and 
reproduce in the new branded format. 

 
 
 
 
Health & Safety Responsibilities 
 
Training standard required – E-Learning IOSH Working Safely (those with No Staff responsibilities) Course 
duration 2 Weeks for completion.  All Health and Safety training to must be completed within the 
probationary period. 
 

 Be familiar with emergency and evacuation procedures. 

 

 Ensure volunteers and freelancers and visitors are inducted in department procedures and adhere 
to H&S standards and museum guidelines in terms of appropriate, safe working practices and 
equipment within the Museum. Report all faulty equipment etc. 

 

 Carry out all necessary risk assessments for all tasks; investigate accidents and near-miss 
incidents to produce “post accident or near-miss risk assessments”. 

 

 Daily check of the work area, artefacts and equipment to ensure housekeeping standards are 
maintained in the interests of health & safety.  
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 Work closely with Management in providing a professional, effective and efficient service.                                      

  

 Have an awareness of IWM Health and Safety procedures and work in such a manner to  

ensure their own safety and the safety of others including members of the public and report any 

hazards, dangerous occurrences or dangerous equipment they see, and any accident they are involved 

in or that they witness. 
  

 
Staff must be aware of and abide by IWM’s information security, data protection and health and safety 
policies regarding the handling of all sensitive and personal data  
 
This job information cannot be all encompassing. It is inevitable over time that the emphasis of the job 
will change without changing the general character of the job or the level of duties and responsibilities 
entailed. This information may be periodically reviewed, revised and updated in consultation with the 
post holder to reflect appropriate changes. 
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 Essential criteria How this will be assessed 

1 Degree Level or a member of a professional 
body recognised graduate status (NVQ 5), 
or equivalent, preferably in a subject 
relevant to IWM 

Application Form 

2 Teaching qualification and/or proven 
experience of organising and delivering 
successful sessions in a formal 
learning or museum learning environment. 

Application Form & Interview 

3 Enthusiasm for life-long learning in 

museums/galleries, for learning through 

interpretation of objects and awareness of 

diversity and access issues in learning 

environments. 

Interview 

4 Experience of researching and producing 
educational materials using digital media. 

Application Form & Interview 

5 A broad knowledge or interest in the study 
of twentieth century history.  

Interview 

 Key competencies  

6 Team working & Collaboration:  

A valued member of the team who provides 

support to others and contributes to creating 

an open culture and productive working 

environment.  

 

Interview 

7 Communicates Effectively: 

Ability to communicate effectively with a broad 

range of users, taking into account varying 

ages, abilities, levels of knowledge and 

experience. 

Interview (practical exercise) 

8 Results Drive: 

Ability to arrange own workload efficiently. 

Interview 
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Terms and Conditions 

 You will be on a fixed term contract from 2 September – 31 August 2014 

 Your normal hours of work will be 41 gross including lunch breaks.  This would normally be Monday to 

Thursday 09:00 - 17:15 and Friday 09:00 - 17:00, unless otherwise agreed with your line manager. 

There is a requirement on occasions to work unsocial hours or at weekends for which leave in lieu will 

be granted.  The successful candidate will be on probation for 6 months. 

 The annual leave allowance is 25 days per annum plus public holidays, rising to 30 days after five 

year’s service. 

 IWM has introduced a total ban on smoking in all its buildings. 

 In the first 13 months of service you are only eligible to Statutory Sick Pay.  

 

Salary 

The salary range for the post is £22,720 to £25,709.  Starting salary is normally at the minimum of the 

range. Salary increases are in line with the IWM’s Performance Pay Scheme, which is subject to 

government pay policy. 

 

Benefits 
The benefits listed below are discretionary and IWM reserves the right to vary or withdraw them at any time.  
All such benefits apply during the course of your employment only. 

 IWM is a member of the Civil Service Pension Scheme. Civil Service offers a choice of pension, giving 

you the flexibility to choose the pension that suits you best.  

 An interest free season ticket loan scheme after three months service. 

 20% discount in IWM’s shops. 

 25% discount in IWM’s cafes. 

 Free entry to the majority of Airshows at IWM Duxford.  

 Free entry to most fee charging exhibitions in other National Museums.  

 Continuous professional Training & Development opportunities. 

 Enhanced maternity and paternity benefits linked to length of service. 

 Child care vouchers 

 Subject to the society's terms and conditions, IWM staff are entitled to membership of the Benenden 

Healthcare Society. 

 IWM staff also have access to The Charity for Civil Servants.  

 Ride 2 Work Scheme 

 

Selection 

The candidates who appear from their application to best meet the essential criteria will be invited to 

interview. It is thus essential that your application form gives a full but concise description of the nature, 

extent and level of the responsibilities you have held.  The short listing criteria are detailed under the 

personal specification.  Please ensure that you address each of the areas that are to be assessed on your 

application form. Applications by CV only will not be accepted. 

To Apply 

For an application form please visit our website www.iwm.org.uk  

The closing date for receipt of applications is Sunday 18 August 2013 
Interviews will take place on Tuesday 27 August 2013 
 

We regret that if you have not heard from us within three weeks of the closing date your application, in this 

instance, has been unsuccessful. 

IWM is committed to a policy of Equal Opportunities

 

 

http://www.iwm.org.uk/

