
 

 

 

 

Engineering Masterclass Coordinator  

Job description and person specification 

April 2013 

 

Accountable to: Clothworkers’ Fellow in Mathematics 

Location: 21 Albemarle Street, London, W1S 4BS 

Contract type: Fixed Term (12 months), part time (2 days per week)  

Salary:  £10,058.80 (£25,417 pro rata)  

 

The Royal Institution is an independent charity dedicated to increasing knowledge of, 

excitement for and involvement in science and technology for current and future 

generations through its public and young peoples’ programmes, history of science 

activities and scientific research. 

 

If you're interested in how the world works, or how to make it work better, the Ri is the 

place for you. 

 

Job Purpose 

 

The Royal Institution is looking for an enthusiastic individual to join the Programmes 

Department on a part-time fixed-term basis to assist with the Ri’s engineering 

programme. The Engineering Masterclass Coordinator will work with the Clothworkers’ 

Fellow in Mathematics in running the Ri’s engineering programme, supporting UK 

masterclass groups, and assisting with STEM (science, technology, engineering and 

mathematics) events for the Ri’s Science for Schools and Public programmes. Some 

flexibility in which days are worked would be an advantage.  

 

To apply for this position, please send a CV and covering letter outlining your 

suitability for the role to Kathryn Hageman at khageman@ri.ac.uk by 12.00pm 

Monday 15 April 2013. 

 

 

Main duties of the role 

Development and Delivery of the Engineering Masterclass UK Programme 

 Responsible for developing, monitoring and supporting the network of 

engineering masterclasses throughout the UK 

 To travel across the country to visit masterclass groups.  

Note, masterclasses take place on Saturday mornings and time off in lieu will be 

given on Mondays 

 To help develop and deliver individual engineering  masterclasses 

 To attend to office work such as maintaining records, filing, correspondence, etc. 

 To prepare periodic updates and annual reports for the RI, masterclass 

organisers and other stakeholders 

 To help manage the day-to-day financial administration of the engineering 

programme  

 To co-supervise any assistants, work-study placements, interns and volunteers 

working in the Maths Team. No permanent direct reports.  

 To work alongside the Clothworkers’ Fellow on other aspects of the Ri’s 

programme, including fundraising, representing the Ri at external meetings, and 

maintaining good working relationships with other bodies in the wider 

mathematical education community 

Managing external and internal relationships 



 To work closely with volunteers, schools, universities, LEAs and other 

organisations on starting, maintaining and extending engineering masterclass 

series 

 To work closely with students, teachers, academics and other professionals on 

developing new engineering masterclasses, including cross-curricular ones 

 To work closely with other organisations in the STEM enrichment community 

 To run workshops for teachers, and participate in events and conferences to 

raise awareness of the resources available via the Ri’s masterclass programme 

 To support, as and when required, the rest of the Ri masterclass, schools and 

events teams on STEM-related contributions to the Ri’s schools and events 

programmes 

Responsibilities cutting across tasks set out above 

People 

 Liaises with and works alongside other members of the Ri Programmes Team, 

participating in Family Fun Days and Christmas Lectures, also working on 

Saturdays when necessary 

 Team work and flexible attitude 

Corporate development 

 Understanding and supporting the vision, mission and aims of the Ri  

 Maintaining awareness of your own and others’ Health and Safety, and comply 

with the Ri’s Health and Safety policy 

 Deputise for the Clothworkers’ Fellow as necessary 

 Undertaking other duties as may be reasonably requested within the 

responsibilities of the post 

 

Person specification 

 

Skills, experience and knowledge Essential (E) 

Desirable 

(D) 

Demonstrated 

at 

Application (A) 

Interview (I) 

Test (T) 

Enthusiasm for enriching the STEM experience of 

young people  

E A / I 

Sensitivity to attract and maintain the goodwill of 

volunteers and partner organisations who form 

the mainstay of the RI’s masterclass programme  

E A / I 

Thorough working knowledge of Microsoft Office 

(particularly Outlook, Word, Excel and 

PowerPoint) 

E A 

Quick to learn and use initiative E I 

Desire to learn about STEM enrichment E I 

Some experience in event organisation E I 

Knowledge of primary and secondary STEM 

curricula 

D I 

Exposure to STEM education/enrichment issues 

in the UK  

D I 

Experience of teaching STEM subjects, ideally at 

secondary level 

D A / I / T 

   

Qualifications   

Educated to degree level in mathematics, science 

or related discipline 

E A 

Post-graduate degree in mathematics or related 

discipline 

D A 

   



Personal attributes   

Absolute attention to detail  E A 

Excellent written and verbal communication skills E I 

Excellent interpersonal skills E I 

Excellent organisational and time management 

skills 

E I 

Ability to work on your own initiative E I 

Ability to work as part of a team  E I 

Absolute discretion and ability to maintain 

confidentiality 

E A / I 

Willingness to learn new skills E I 

Ability to work in a changing and flexible 

organisation 

E I 

Willingness to work frequent weekend (Saturday 

working will be required) 

E A / I 

 

 

The Ri is an equal opportunities employer. 

 

 


