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Heritage Engagement Coordinator
(Fixed term)

Reports to: Heritage Engagement Manager
Direct Reports: Volunteers, freelance project support and creative practitioners as required 

Capital Theatres – Who we are
[bookmark: _Int_Uj2C03Hd]Capital Theatres is Scotland’s largest theatre charity. We manage the Festival Theatre, King’s Theatre and Studio Theatre in Edinburgh. Over the last four years we have undertaken a major capital development project to make the King’s Theatre fit for today’s productions, audiences and communities. As part of this we are delivering an extensive heritage engagement programme that explores and celebrates the heritage and history of the King’s and shares the stories that have unfolded in and around this historic building. The Heritage Engagement Coordinator will play a pivotal role in bringing the heritage of the King’s Theatre to life.

Our vision	Comment by Charlotte di Corpo: Think this needs to sit under Who we Are and have all the info about the role below
To share extraordinary live experiences with everyone.

Our mission
To build a sense of belonging across our theatres by enriching lives through creative programmes and strong partnerships.

Our values
	We care
	We take a people-centred approach
We go above and beyond so everyone feels welcome
We are thoughtful, respectful and sincere

	We share
	We are collaborative, transparent and inclusive
We truly listen and respond
We are committed to widening access

	We dare
	We rise to any and every challenge
We are ambitious in outlook
We are courageous

	Together we deliver
	We have a ‘can do’ attitude and take pride in our professionalism
When we collaborate, there is unmistakable energy
We are trusted to deliver a quality experience every time



Purpose of the role
We are looking forward to welcoming audiences, communities, visiting companies and other stakeholders back to the King’s from summer 2026. This role will play an important part in this exciting chapter, helping deliver a programme that:
	
· Welcomes new and returning audiences to the King’s Theatre
· Reveals and interprets the theatre’s heritage for a wide range of communities
· Expands the reach and visibility of Capital Theatres’ creative engagement work

A key objective of the programme is to establish and sustain relationships with individuals and groups local to the King’s Theatre who may have had little or no previous connection to the venue. Our target audiences are young people, families, students and older people in the Tollcross area, and we are particularly keen to engage with people living with disabilities, people from ethnic minority communities and people from lower-income households. 

The Heritage Engagement Coordinator will play a pivotal role in bringing the heritage of the King’s Theatre to life through creative activities, talks and tours, workshops and co-created projects with a wide range of different communities. Working closely with the Heritage Engagement Manager and wider Creative Engagement Team, you will be instrumental in opening up the building and its heritage in new and exciting ways.

This role will support Capital Theatres’ commitment to heritage, community connection and creative engagement as we re-open the venue. Responsibilities may evolve over time in consultation with the Head of Creative Engagement.

Key areas of responsibility
1. Heritage Engagement Programme Design and Delivery
You will design and deliver a programme of heritage engagement activity with schools, community groups, students, volunteers, residents and local organisations. Activity will respond to community interests, bring the King’s heritage to life, and support creativity, skills development and long-term relationships with the King’s Theatre.
You will:
· Plan, co-design and deliver heritage engagement projects with community partners, from initial scoping through to evaluation
· Recruit participants, identify relevant heritage themes and source materials from the People’s Archive to support creative activity
· Manage project logistics including schedules, budgets, spaces, materials and freelance practitioners
· Lead or coordinate delivery of activity, working with volunteers where appropriate.
· Liaise with internal Capital Theatres teams to ensure activity is well supported and has maximum impact
· Ensure all activity complies with organisational policies on safeguarding, health and safety, data protection and equality, and that appropriate evaluation is in place


2. Daytime Events Programme
You will devise and manage a welcoming and accessible daytime programme at the King’s Theatre, positioning the building as a creative, social and learning resource for communities.
You will:
· Design and deliver a varied programme of daytime activity, including heritage talks, tours, workshops, wellbeing sessions and family events that respond to the needs of the communities and reflect the aims of our heritage engagement activity plan
· Work with our King’s Panels to shape and deliver Takeover Days
· Coordinate with volunteers, freelance practitioners, partner organisations and internal teams to support delivery and promotion
· Ensure all activity is delivered safely, inclusively and in line with organisational policies, with evaluation informing ongoing development

3. Community Engagement and Partnerships
Working with colleagues across Capital Theatres and its partners, you will help build strong relationships that position the King’s Heritage Engagement programme within Edinburgh’s cultural life.
You will:
· Maintain and develop relationships with existing community partners and identify opportunities for new partnerships
· Represent the programme at meetings, events and networking opportunities
· Maintain accurate records of partnerships and engagement activity, and contribute to evaluation and reflection

4. Working within the Creative Engagement Department
You will be an active member of the Creative Engagement team, contributing to shared learning, collaboration and delivery across Capital Theatres.
You will:
· Work closely with the Heritage Engagement Manager and Development Team to maintain accurate records, contribute to evaluation and report to funders effectively
· Collaborate with Marketing and Communications colleagues to ensure strong visibility for the programme and its outputs
· Champion the work of the Creative Engagement team internally within Capital Theatres
· Adhere to Capital Theatres’ policies and procedures, values and standards of behaviour at all times

Person specification
	Essential Experience
	Desirable Experience

	· Experience of planning, managing and delivering creative engagement programmes with a range of diverse communities
· A background in theatre or the performing arts 
· Experience of co-designing and co-creating projects with community groups and individuals
· Proven experience of building and maintaining stakeholder relationships to support effective community engagement
	· Previous experience of working on activities supported by National Lottery Heritage Fund 
· Experience of working with heritage materials as a catalyst for creative engagement
· Experience of working in a heritage, museums or archives context



	Essential Skills and Abilities


	· An energetic and creative approach with an ability to spark curiosity, excitement and enthusiasm in others
· Strong planning, administrative and organisational skills that enable you to manage a varied workload effectively and efficiently under pressure
· Highly developed ‘people’ skills – verbal and written communication skills, empathy, openness and  patience
· Excellent written and verbal communication skills, with the ability to present information clearly and professionally to a range of stakeholders


	Knowledge, Attitude and Behaviours

	· A collaborative team player who leads by example and inspires confidence in others
· Professional, reliable, and flexible, including willingness to work evenings and weekends when required
· A genuine commitment to community engagement and co-creation principles. 
· A thoughtful approach that values different perspectives and is respectful of diverse groups 
· Proactive and innovative, with a commitment to continuous learning and service improvement
· A collaborative approach, working effectively with colleagues across departments to achieve shared objectives
· Strong understanding of Scottish safeguarding standards and a willingness to join the PVG scheme
· A strong advocate for Capital Theatres, its vision, values, and work






About you
We are committed to building an organisation that reflects the communities we serve across the City of Edinburgh and beyond. Our venues are for everyone, and we value teams made up of people with a wide range of backgrounds, perspectives, and lived experiences We do not discriminate on the basis of race, colour, religion or belief, gender or gender identity, sexual orientation, age, disability, or any other protected characteristic as defined by the Equality Act 2010.

The opportunity to work with us is accessible to all, whatever your background or life experience, for example if you: 
· Are D/deaf, have a disability or a long-term health condition that affects day-to-day life
· Identify as neurodiverse, including dyslexia, dyspraxia, dyscalculia, ADHD, or being autistic
· Grew up in a household receiving Universal Credit or state benefits
· Have lived in council or social housing, or been on a housing register
· Have experienced homelessness or lived in sheltered accommodation
· Have experience of being in care at any point in life
· Have been a refugee or asylum seeker
· Are from the African, South, East and South–East Asian, Middle East, Latinx or North African diaspora, or have experienced racism 

If you require this job description in another format, or need adjustments to apply or interview, please contact recruitment@capitaltheatres.com. We will ensure you have the support and information needed to participate fully.










Main Terms and Conditions of Employment
Main Terms and Conditions of Employment

	
	Category
	Term

	1
	Tenure
	Fixed Term from March 2026 to January 2027

	2
	Reporting to
	Heritage Engagement Manager

	3
	Salary
	£28,500 to £30,500

	4
	Hours
	Your salary covers a working month of up to 180 hours. Overtime is not offered but time off in lieu may be arranged at the discretion of your manager.

	5
	Annual Leave
	35 days per annum (inclusive of all statutory Scottish bank holidays) 
Holiday year runs from 1 April – 31 March

	6
	Probationary and Notice Period
	1 month 

	7
	Pension
	The Company operates an auto-enrolment pension scheme with 8% employer contribution and 4% employee contribution after three months employment.
Option to increase through additional voluntary contributions

	8
	Place of Work
	Festival Theatre, Studio Theatre and King’s Theatre with occasional home working by agreement

	9
	Additional Benefits
	The charity offers a number of discretionary benefits including:-
· Life assurance cover of 3x salary
· Free and/or discounted tickets for performances (subject to availability) and complimentary Friends membership
· 20% discount in the Festival Theatre Café 

	All other terms and conditions of employment are as detailed in the Employee Handbook
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