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Learning and Events Administrator x2

Eureka! The National Children’s Museum is a well-known and well-loved family and children’s visitor attraction in Halifax, Yorkshire. In 2022, we opened Eureka! Science + Discovery in Wirral, Merseyside, a high-profile addition to the exciting cultural landscape of the Liverpool City Region and a crucial element in the regeneration of the left bank of the river Mersey.

At both Eureka! sites, we spark curiosity, encourage action, and facilitate fun (for colleagues as well as our visitors!). The Play and Learning team are at the heart of this approach, and the Learning and Events Administrator is integral to achieving our ambitions. It’s a really exciting time to join Eureka! as we establish programmes at Eureka! Science + Discovery and refine and refresh the excellent offer at Eureka! The National Children’s Museum.

At each of our sites, we’re looking for someone with exceptional organisational skills, who can offer fantastic customer service and wants their work to have a positive impact. You’ll be working with a wide range of audiences and colleagues; from schools to Scouts, communities to contractors, Enablers (what we call our brilliant frontline staff) to Exec. This role is key in helping us achieve a sustainable model for our activity, supporting content development, analysing data, streamlining processes, and maximising income so that we can deliver positive and meaningful experiences for our audiences. 

You will be responsible for the administration of the Learning and Events programmes, including all aspects of school and group bookings. You will work with a wide range of teams and individuals, ensuring that systems and processes are efficient and effective, and that the experience for our audiences, colleagues, and stakeholders is smooth and professional. 

Salary: 		£24,500 p.a.
Type: 			Permanent, Full time, 37.5 hours per week

All Eureka! employees receive free car parking, discounts in the Café and Gift Shop, plus free entry to both sites available for family and friends. We are proud to be an Equal Opportunities Employer and committed to child safeguarding. All appointments are subject to appropriate references and security checks, including DBS.

Application Instructions:
To apply, please download and complete the application form from https://play.eureka.org.uk/connect/jobs/learning-and-events-administrator/ and send to jobs@eureka.org.uk. Please specify the site you are applying to work at when prompted.
 
1. Closing date for applications – Midnight Sunday 21st May 2023
2. Shortlisting – w/c 22 May
3. Interviews – 13th and 14th June


Job Description

	Job Title:
 
	Learning and Events Administrator
	

	Reports to:
 
	ESD – Head of Learning & Inspiration
ECM – Play & Learning Manager

	Supervises:
 
	None

	Principally relates to:
 
	Head of Learning and Inspiration, Play and Learning Manager, Play and Learning Officer, Content & Experience Director, Director of Operations, Heads of Visitor Services, Visitor Services Managers, Marketing & Development, Customer Service Advisors, Finance

	Purpose of the role: 
 
	To administer the Learning and Events programmes, including all aspects of school and group bookings, working with a wide range of teams and individuals to ensure that the entire process, from enquiry to visit to post visit evaluation, is welcoming and efficient, and meets the expectations of internal and external stakeholders.



Main Areas of responsibility

Functions
· Be a key member of the Play and Learning team, acting as an advocate for Eureka!’s Learning ethos.
· Coordinate and administer Learning, Corporate, and Events related bookings at Eureka!
· Ensure that the entire process of bookings, from enquiry to visit to post-visit evaluation, is welcoming and professional, and meets the expectations of the visitor and internal stakeholders.
· Ensure that communications with individuals and groups who have made a booking is managed effectively and proactively at each stage of the process, including sending out relevant information and requests. 
· Ensure an efficient system is always in place for all bookings and information management, including recording them on the appropriate database, processing them efficiently and maintaining an accurate record.
· Liaise with key teams and individuals who link with the bookings function ensuring that communication is effective.  
· Support data collection and recording of all activities undertaken, contributing to organisational performance monitoring.
· Support Learning content development and delivery across all audiences. 

Specific
· Take bookings for a range of programmes, including from schools and groups and for other museum functions and activities, ensuring details are added to, and kept up to date, in internal systems and diaries.
· Liaise with the Marketing department to drive sales based on data analysis and market research.
· In collaboration with the Customer Service Advisors, engage with enquiries from a range of audiences, offering them help and advice on planning their visit.
· Ensure bookings and events information is collated and circulated in a timely manner to all relevant departments and any changes updated when necessary.
· Prepare reports and presentations on visitor numbers and statistics when required.
· Maintain the bookings diary and keep the bookings systems up-to-date and clear for others to access.
· Be an enthusiastic and effective communicator, providing excellent customer service and experience.

Internal Liaison
· Support the Learning team with a range of tasks including administration, market research, audience liaison and evaluation.  
· Be responsible for familiarisation with the events and activities on site and with new products and activities to advise and inform visitors and also key internal stakeholders.
· Liaise with the Learning and Visitor Services Teams to coordinate and plan visits for booked programmes.
· Schedule and attend key meetings with internal teams.
· Be a point of contact for staff delivering activities; ensuring that they are informed of relevant changes.
· Be a proactive, visible and confident communicator.
· Support answering telephone calls as part of the customer service function.
· Work closely with other departments and functions at Eureka! to embody and role model our inclusive and supportive team culture.
Financial / Systems Management
· Take payments from groups and individuals, including invoicing and receipt all fees paid, following up when necessary.
· Liaise with the Finance team for monitoring of payments and accurate recording of visitor numbers.
· Use IT systems and programmes according to needs and requirements.
· Perform all tasks in line with Eureka!’s standard statutory policies.
Health & Safety
· Observe all Health & Safety procedures so that risks to the Health and Safety of staff and visitors are minimised.
· Undertake all work in accordance with policy and statutory requirements including GDPR guidelines.
Details of education required, and qualifications needed
· Maths and English GCSE (C or above or equivalent) 
· Commitment to continuous personal development

Details of special skills/experience/aptitudes needed
· Experience of working in administration.
· Good knowledge of IT systems and processes (we use Microsoft Office applications and Access Gamma CRM system).
· Good communication and customer service skills with the ability to adapt your approach to suit your audience.
· Good verbal and written communication skills and experience of liaising with an array of stakeholders over the phone, via email and in person.
· Good attention to detail and accuracy.
· Good numeracy skills.
· Self-motivated individual confident in prioritising and working without supervision.
· Professional, engaging, and approachable manner.
· Ability to remain calm and confident when under pressure or dealing with difficult situations.
· Flexible, adaptable approach.
Any other considerations
· Office based at either our Halifax or Wirral site. Occasional travel to the other site will be required.
· Some evening and weekend work may be required.
· Any other duties that may be reasonably expected of a Learning and Events Administrator.
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