
 
 

PROGRAMME MANAGER – SKILLS FOR SUCCESS 

Fixed term 21 months 

Full time 36.25 hours per week 

Salary £27,991 – £31,900 per annum 

  
Thank you for your interest in Museums Galleries Scotland.  Please find below: 

 Information about working at MGS;  
 Information about the Skills for Success Programme; 
 A job description for the post of Programme Manager. 

 
To apply: 
 
Please complete an application form and submit to admin@museumsgalleriesscotland.org.uk, 
including the name of the post in the subject box, by Tuesday 20th February 2018 at 
12.00 noon.  
 
 
If you would prefer to submit a hard copy application, our address is: 

Museums Galleries Scotland (Attn: Recruitment), Waverley Gate, 2-4 Waterloo Place, 
Edinburgh, EH1 3EG. 

 

 

Please note that interviews for this post are planned to take place on 6th or 7th March. 
 

 

 

Museums Galleries Scotland is an equal opportunities employer. 

 

Please note that details supplied may be held in electronic and paper files for administration 

purposes only during the recruitment process.  We retain recruitment files for six months following 

the date of interview, after which they are shredded and disposed of. 
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Working for Museums Galleries Scotland 

 

Museums Galleries Scotland is the National Development Body for the Scottish museums sector.  

We’re here to support more than 400 museums and galleries, whether through strategic 

investment, advice, advocacy, skills development or other means. 

MGS has 22 staff. We have Investors in People accreditation and are currently undergoing 

reaccreditation, and we are also a Living Wage Employer. 

 

Location 

All staff are based at our modern open-plan office at Waverley Gate in central Edinburgh. 

 

Hours of work 

The normal full time working week is one of 36.25 hours with a minimum unpaid lunch break of 

half an hour. MGS operates a flexi time system for staff below senior management level.   

 

Annual leave 

Annual leave entitlement for full-time employees is 25 working days plus 10 public holidays, rising 

to 30 days after 5 years’ continuous service. (Leave is calculated pro-rata for part-time 

employees.) 

 

Pension 

MGS employees will be automatically enrolled in the Lothian Pension Fund (Local Government 

Pension Scheme) unless you choose to opt out. 
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About Skills for Success  
 
Skills for Success is a £642,000 project - 83% of which is funded by the Skills for the Future 

stream of the Heritage Lottery Fund.  

The project will deliver a one year learning programme for 18 new entrants and 4 management 

level entrants in host museums across Scotland. It has been developed to address lack of 

diversity, lack of accessible entry routes, lack of an accredited work based learning culture and to 

tackle vital skills gaps. These are important outcomes to ensure a sustainable, thriving museum 

sector and as such this is a prestigious, high profile project with political interest.  

Skills for Success builds on three previous programmes MGS have run, the two hugely successful 

MGS Interns programmes and the Heritage Horizons Traineeships programme. 

 

 

The elements of this project are: 

 5 partner organisations who support the delivery of elements of the project. 

 22 one-year work based learning placements in host museums across Scotland 

 3 day training programme for learner supervisors delivered by external providers 

 10 day training programme for learners delivered by external trainers 

 Development and management of an SQA-accredited assessment centre and support of up 

to 6 assessors and 2 internal verifiers. 

 Mentoring programme 

 3 events including a celebratory event. 

 External evaluation 

 

As the Skills for Success Programme Manager you will successfully manage this project. You will 

work with the partner organisations and with MGS staff, including those with expertise in skills, 

communications, research and office support. 
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JOB DESCRIPTION 

 

 

 

JOB TITLE:  Programme Manager – Skills for Success 

 

REPORTING TO: Skills Development Manager 

 

DATE:    July 2017  

 

 

 

SUMMARY OF POSITION 

The Programme Manager is responsible for the effective delivery of the Heritage Lottery 
Funded Skills For Success learning programme which will run in 2018 – 2019.  They are also 
the Lead Assessor and Verifier for the SVQ programme which underpins the learning 
placements.   
 
The Programme Manager sits at the heart of the Skills For Success programme, building and 
managing relationships with learners, host museums and partner organisations and 
programming a series of events and training. An experienced SVQ Assessor and Internal 
Verifier, they are the face of MGS’s Assessment Centre and will manage and support six 
volunteer assessors and a contract with an external training body. 
 
This project has been awarded funding from the Heritage Lottery Fund and has clear and set 
deadlines. The Programme Manager is expected to be highly organised, a strong 
communicator who is self-motivated, shows initiative, and works effectively to deal with both 
the expected and unexpected. 
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OVERVIEW OF RESPONSIBILITIES 

Delivery of the Skills For Success programme: 

 Manage and deliver a high quality, high profile programme to tight project deadlines  

 Build and manage relationships with hosts and participants on the programme, 
including facilitation of networking and provision of advice 

 Work with partner organisations to deliver a successful programme  

 Provide ongoing support for Supervisors   

 Manage and oversee delivery of the participant support training programme(s) which 
consists of one-day training courses and events 

 Establish and manage a mentoring programme  

 Promote the Skills for Success Programme, including managing web presence and 
coordinating activities with MGS’s Communications Department 

 Ensure effective monitoring and evaluation of the Skills for Success Programme to 
meet MGS’s and the Heritage Lottery Fund’s requirements 

 Budget holder – involved in both planning and management. 

Lead Assessor for MGS Assessment Centre: 

 Monitor and report on the effectiveness and consistency of training facilities across 
the programme. 

 Monitor and internally verify the effectiveness and consistency of all assessment and 
assessor performance. 

 Provide regular feedback to all assessors and learners on all aspects of performance 
and produce timely plans for rectification of issues. 

 Liaise with learners, hosts, and all relevant parties as required, to ensure the effective 
management of learners’ progress and achievement of qualification. 

 Lead meetings for the purpose of standardising assessment activity where feasible, 
for sharing of best practise and to further develop the skills, knowledge and 
competencies of the assessment team overall. 

 Work with the Business Services Manager to maintain external verification standards 
to ensure retention of SQA accreditation. 

 Manage own caseload of trainee assessments as required. 

The above mentioned tasks and responsibilities constitute an overview and not an exhaustive 
list. Workload and priorities is ultimately determined by the annual MGS Business Plan and 
Skills for Success project plan. 
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RELATIONSHIPS 

 Build and nurture effective working relationships across the organisation and sector. 

 Contribute to the organisation’s expertise in the sector by sharing knowledge, 
information and good practice. 

 Work fairly and with integrity and adapt style to different people, cultures and 
situations 

 Key working relationships include the Skills Development Managers, Senior 
Partnerships Manager and Business Services Manager as well as being responsible for 
maintaining day-to-day relations with other relevant colleagues. 
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PERSON SPECIFICATION 

EDUCATION 

Essential: 

 Degree or equivalent or equivalent experience  

 SVQ Assessor and Internal Verifier qualification 

Preferred: 

 Training or coaching qualification 

 
WORK EXPERIENCE AND SKILLS 

Essential: 

 Experience of working with a diverse range of learners 

 Experience of working with and delivering vocational qualifications 

 Experience of managing the delivery of long term training programmes 

 Experience of stakeholder and partnership working 

 Experience of developing, delivering, monitoring externally funded projects 

 Experience of reporting to key funders 

 Excellent communication including good facilitation skills 

 Project management, planning and budgeting 

 Co-ordination of an online network and resources 

 Microsoft Office 

Preferred: 

 Experience in a Lead Assessor role 

 Knowledge of the museums and galleries sector in Scotland 

 Knowledge of the sector skills and training agenda 

 Knowledge of workplace diversity issues 

 

HOW YOU WORK 

MGS has a behavioural competency framework which describes how we expect people to go 
about their work day-to-day.  Staff must demonstrate the following skills areas at an 
appropriate level: 
 

• Works collaboratively  

• Communicating with impact  

• Respect, inclusion and integrity 

• Effective decision-making  

• Sector focus  

• Drive for results   

• Innovation, agility and building capability 

SPECIAL REQUIREMENTS 

Travel – regionally is required. Approx. 50 days per year. Occasional overnight trips may be 
required. Full, clean, driving licence preferable. 


