
  
 

 

 

Education (BioMedia Meltdown) Project Manager - Job Description 

 

Job Title: Education (BioMedia Meltdown) Project Manager 

Contract: Full-time, fixed term 18 months, with a potential for extension 

Location: Linnean Society of London, Burlington House, Piccadilly and externally in schools and 

at other locations in and around London 

Purpose: 

 To be responsible for the co-ordination, delivery and reporting of The Linnean Society of 

London’s BioMedia Meltdown (BMM) Project. 

 To support the Society’s wider educational and public engagement initiatives; liaising and 

collaborating with other members of the Society’s team of staff. 

 

Core Responsibilities: 

 To co-ordinate and deliver The Linnean Society of London’s BioMedia Meltdown (BMM) 

Project in schools, libraries and other public spaces. 

 To organize the collation and judging of entries into the BMM Competition. 

 To organise the annual BMM celebration event.  

 To manage the Education Outreach Assistant who provides support to the BMM Project as 

a whole. 

 To recruit, train and manage volunteers who may also assist in the smooth running of the 

Project. 

 To engage and liaise with several project contributors, including internal staff, volunteers 

and external organisations to deliver new activities, resources and the celebration event for 

each new academic year, as needs. 

 To continue to grow and develop the BMM project, exploring grant funding opportunities 

and assist in the preparation of grant applications accordingly.  

 To develop and administer new targeted resources and workshops. 

 To liaise and collaborate with the Education & Public Engagement Manager to ensure the 

BMM Project and associated educational materials remain in line with the Society’s 

Education Strategy.  

 To recruit new schools to the project, and maintain and develop successful relationships 

with schools and other project stakeholders.  

 To ensure that the BMM Project remains on schedule and within budget, ensuring all 

project-related expenditure is appropriately coded for financial reporting.  

 To monitor and evaluate the BMM Project, providing written reports as required to 

the Society’s Education Committee/Officers/Council.  

 To maintain, promote and develop the BMM Project educational materials on the Society’s 

website and other media.  

 To enhance the awareness of the Society’s BMM resources among education professionals 

and the general public.   



  
 

 

 

General Responsibilities: 

 To attend the meetings of the Society’s Officers and Council, Education & 

Public Engagement Committee and Education Working Groups as required.  

 To collaborate with the Linnean Learning team to support the Society’s educational 

initiatives as a whole, as and when required. This may include developing, evaluating and 

promoting resources, providing written reports, managing social media channels, attending 

or running educational events and activities, liaising with and identifying collaborators, 

and promoting Linnean Learning and the Society among the general public and 

educational professionals.  

 To represent The Linnean Society of London at local, regional or national events, including 

participation at evening and weekend events as required, in order to widen public 

engagement with the educational resources of The Linnean Society of London. 

 

 

  



  
 

 

Education (Biomedia Meltdown) Project Manager - Person Specification 

 

Requirements 
Essential/

Desirable 

1. Education, Qualifications and Training 

A relevant qualification (degree or other) in Biology or ability to 

demonstrate other relevant experience. 
E 

Teaching qualification such as PGCE and/or a science communication 

qualification. 
D 

2. Skills, Abilities 

Efficient time management skills. E 

Ability to multitask. E 

Ability to prioritise work and deliver to deadlines. E 

Excellent communication skills (written and oral). E 

Meticulous attention to detail. E 

Excellent problem solving skills. E 

3. Experience 

Developing and delivering educational resources, events, activities 

or workshops for young people in a secondary school environment. 
E 

Experience of planning and running events. E 

Experience in recruiting, training and managing staff and/or volunteers. E 

Experience of undertaking quantitative or qualitative data collection. 

Reviewing quantitative and qualitative feedback data, identifying key trends 

and using them to inform the direction of a project or content. 

E 

Experience in building and maintaining positive working relationships with 

schools and/or other stakeholders. 
E 

Experience of managing budgets and financial reporting. D 

Experience of project management. D 



  
 

 

4. Knowledge 

Good understanding of how schools operate and of the National Curriculum. E 

Good working knowledge of MS Word, Outlook, Excel and Powerpoint. E 

A good working knowledge of what makes exciting, fun, age-appropriate and 

inspirational activities for Key Stage 3. 
E 

Familiarity with other computer packages e.g. Adobe Creative Suite. D 

Familiarity with social media platforms, particularly Twitter. D 

Familiarity with using a CMS to update webpages. D 

5. Personal qualities 

Capacity to be flexible in approach to work. E 

Ability to work effectively as part of a small team. E 

Self-motivated and able to work independently with minimal supervision. E 

Enthusiastic about natural history, creative media and art. E 

6. Other 

Knowledge of Child Protection, and ability to pass an Enhanced DBS Check E 

Ability to work some weekends, evenings and outside typical office hours  E 

The ability to lift  and carry workshop supplies and  equipment. Manual 

Handling training will be provided. 
D 

  


