Job description: Projects Assistant placement
This placement is offered as part of the DCMS Jerwood Creative Bursaries Scheme.

Aims of the placement:

· To support the Project Manager and Liaison Officer in the smooth running of the Workshop Programme and related activities 

· To assist the Company Manager for participants (CM) in the administration of the production and tour of our Opera Productions. 
· To give an individual an excellent grounding in arts administration/management within an arts and social context

· To develop the specifics interests of the individual and enable them to progress and develop, taking on more responsibility in areas of particular interest to them

Specific responsibilities:

Performances and theatre trips

· Produce information sheets for participants.
· Assist with the logistics of performances and theatre trips including: booking theatre tickets, helping set up performance equipment and arranging refreshments and expenses for participants.
· Help develop and administrate the new Open Mic nights
Marketing (including the recruitment of participants)
· Assist with the creation and distribution of marketing and promotional materials including the participant newsletters, posters and flyers, DVD’s etc
· Assist with keeping all printed  information up to date, including leaflets and posters at all the centres

· Assist with the production of photographs and DVD’s 
· Keep the e.bulletin list and main database up-to-date 

· Help develop the use of new media such as Facebook, Twitter etc
Work placements

· Assist with getting expenses and suitable clothing to participants 

· Draw up job descriptions for the placements

· Maintain accurate records of placements and assist in their evaluation
Weekly Workshops

· Keep the facilitators’ documents up-to-date 

· Keep the workshops notice board/s updated and well presented

· Keep workshop procedure documents updated and in line with current policy
Evaluation and monitoring

· Maintain the attendance database 

· Collate and file weekly workshop sheets 

· Keep the participant and centre details up-to-date

Professional Opera Productions

· Assist the Company Manager for participants in all logistics relating to the professional productions this could include: organising catering, booking hotels, arrange transport and supporting the CM during rehearsals and the production
In addition to the above responsibilities, there will be the opportunity to develop the role and take on other activities that are of particular interest

The role will be based in the London office however, assistance with offsite activities will be required including public performances, theatre trips, workshops and work placements.  In addition, some travel outside of London and occasional overnight stays may be required.
Knowledge, experience and skills
· Good administrative skills

· Excellent written and oral communication skills

· Good people skills
Person specifics
· Seeking a career in the arts, with a commitment to the sector
· Ability to work well in a busy and varied work environment 

· Motivated and enthusiastic 
· Approachable and well grounded

· Good attention to detail 

· Empathy with homeless and socially excluded people
Eligibility
· First degree or equivalent in one of the following arts forms:

Dance

Combined Arts

Literature

Music

Theatre

Visual Arts

Arts Management

This qualification must be of 2:1 or above and completed within the last 2 years (e.g. year of graduation 2009 or 2010)
· Graduates who were in receipt of a full maintenance grant whilst at university or of a special support grant.
· Resident in the UK

