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	Role Title
	Art Model 

	Job Family
	Adult Learning Service

	Competency Level
	All Colleagues

	Scale
	Scale 1

	Purpose
To provide a professional, proactive, customer focussed business administrative service to the organisation within the relevant service area.


	Generic Accountabilities
	End Results/ Outcomes

	Communicate effectively with internal and / or external customers/ service users.  Act as point of contact for the service.   Provide information and resolve problems, within scope of role, escalating to line manager as required.
	Customers are satisfied with the response, or aware that issue has been escalated.

Relevant, accurate, understandable and timely information is provided.

A positive image of the Council is promoted.

	Create documents, reports, correspondence etc. from the information provided, using standard formats and software.
	All materials are produced to the required legislative and or Council standards and timescales.

Recorded information is accurate.

	Organise and maintain records and documents using the appropriate council process / system.

 
	Received documents, applications, correspondence etc. are recorded, distributed and processed correctly.

Photocopying, faxing, shredding, enveloping, franking etc. are completed to required standards and productivity.

Records /information are well organised and accessible.

Records are kept up-to-date.

	Co-operate with and support colleagues.
	Colleagues are supported.

Required information is provided.

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Job Specific Accountabilities:

	Purpose

To undertake modelling duties for a range of art classes


	1.Services 
	1.1   Pose clothed or unclothed as a subject for paintings, sculptures and other types of artistic media for a group of art learners

1.2    Model effectively for learners undertaking art courses.

1.3    To assume and hold various poses for specific lengths of time as requested by the art tutor.

1.4    To undertake modelling work punctually.


	2.People 
	2.1   Take direction from range of art lecturers

2.2   Respond appropriately to a range of art learners in an art setting

2.3     Ability to work confidently and discretely with lecturers and groups of learners



	3.Resources
	3.1   Use resources as directed by the course lecturer

3.2    Ability to communicate effectively with both staff              and Learners.           

	4. Communication and Information 
	4.1   Liaise with lecturers before and during classes to ascertain of poses required

      4.1  Ability to communicate within the service and in 

the provision of its services



	5. Quality and Equality 
	5.1 To work effectively with a diverse group of learners

5.2 To promote quality and equality within the Service and in the provision of its services.



	6.Customer Care
	6.1   To understand and actively promote the Council’s Customer Service Policy, ensuring the needs of our customers are considered at all times to enable the Council to meet its customer satisfaction targets.



	Nature of Contacts 

Regular contact with members of the public/residents
Typically involves supporting internal customers.

May have to deal with public for which callers can be extremely anxious, distressed and angry

Must be able to deal with visitors confidently, sensitively and diplomatically.


	Procedural Context

Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.   

Decisions will be made based on Council procedures.

This post demands a high level of flexibility, a positive attitude and ability to adapt to changes due to service needs. This post is office based.
Occasionally the post will be expected to work from other locations

Reports to: Course Lecturer


	Key Facts and Figures



	Resourcing

Budget Responsibilities:  Nil
Supervisory Responsibilities:  Nil

	Knowledge, Skills and Experience
· Experience of dealing with customers/residents/stakeholders
· Relevant experience which demonstrates ability to undertake role.

· Good working knowledge of relevant processes and systems and awareness of policy and procedure framework.

· Good knowledge of service provided in own area and awareness of wider Council activities.

· Good overall knowledge of Microsoft office applications.

· Good organisational skills and the ability to prioritise workloads and achieve deadlines.

· Good verbal and written communication skills.

· Numerate and accurate with attention to detail


	Indicative Qualifications

Experience of life Modelling or portrait modelling.

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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