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Creative Kernow - Carn to Cove rural touring scheme

Job Descriptions for two part-time Project Co-ordinator roles 

The employer for these posts is Creative Kernow one of Cornwall’s leading creative sector organisations, which runs a number of projects in Cornwall, one of which is Carn to Cove,  the rural touring scheme which supports a network of over 80 village halls and community spaces to promote professional touring performances to local audiences.
These posts support the Carn to Cove Project Manager and Director to deliver two seasons per year of live performances throughout Devon as part of our new Locomotor project.

We envisage two distinct roles, but these could be delivered by one person.  Post 1 needs to be based at Krowji in Redruth along with the rest of the Carn to Cove team, but Post 2 could be based elsewhere - the post holder will need to work frequently in Devon with scattered rural communities and stakeholders so needs to be able to travel independently. 


Post 1 – Project Co-ordinator  Admin and marketing - 0.4fte, permanent contract

This post will be based at Krowji, Redruth, but will involve some work in Devon

Job description & key responsibilities

Responsible to: Carn to Cove Project Manager

· Day to day running of Villages in Action project across Devon

· Liaising with village promoters regarding bookings
· Assisting with the organisation of menu parties which launch the season booking choices
· General admin support, including dealing with correspondence with promoters and artists, updating database, inputting audience survey data, sending mailouts

· Marketing of events 

· Producing season brochure (twice yearly)
· Updating website with event info and news (including blog posts) 
· Liaising with online box office provider and developing online ticketing
· Assisting with development of programme
· Preparation and distribution of monthly e-newsletter?


Post 2 – Project Co-ordinator Funding and advocacy - 0.4fte, permanent contract

This post need not be based at Krowji; it will involve frequent work in Devon

Responsible to: Carn to Cove Project Director

· Maintain funding and advocate for scheme 

· Manage relationships with current funders especially Devon district and county councils, including regular reporting
· Identify opportunities for additional funding streams, including Trusts & Foundations
· Deliver and evaluate options selected for the Locomotor project (including online ticketing, Hub and Spoke model, The Pub is the Hub)
· Work with Project Director and Trustees to ensure long term sustainability of the Villages in Action scheme
· Develop relationships with established and emerging artists who are active in the rural touring sector, especially those based in Devon


Additional tasks for both roles
· Work with line manager to identify and attend training, networking and events appropriate for the development of the role and the organisation.
· Assist in the evaluation of the programme
· Support Project Manager and Director where appropriate

This is not an exhaustive list of duties and you may be required to carry out other tasks in accordance with the needs of the organisation.  You will need to be flexible and adaptable in respect of your role.
Person Specification
Please note that only candidates who can demonstrate that they can meet all the essential criteria will be shortlisted
Skills and Experience
Essential 
· Experience of administrative work and office/organisation management with good knowledge of modern office systems
· Excellent communication skills with a range of different audiences
· High level of computer literacy, particularly in use of Word and Excel
· Ability to use social media platforms effectively for marketing 
· Attention to detail and the ability to produce accurate and well-presented written documents
· Ability to organise information efficiently using both paper systems and information technology
· Ability to co-ordinate meetings and take minutes effectively
· Experience of dealing effectively with customer enquiries
· Ability to initiate and set up office systems
· Experience of fundraising for core running costs as well as project based – for Post 2 only
[bookmark: _GoBack]Desirable
· Experience of administering Arts Council England funded projects
· Experience of raising funds from Trusts and Foundations 
· Experience of using Access database software
· Familiarity with basic business bookkeeping systems and simple management accounts
Personal Attributes
Essential
· Flexible, adaptable, able to work on own initiative, with a positive can-do attitude
· An interest in creativity and an appetite to learn more
· An ability to work to tight deadlines as part of a small team
· Good interpersonal, communication and customer service skills, including an effective telephone manner
· Very well organised with excellent time management skills; reliable and with the ability to self-motivate
· Sensitivity and discretion in the workplace
· Full valid driving licence and access to a vehicle for business use

Key conditions of work
Contract	Permanent contract, but please note that the funding for this project is expected to run until the end of July 2020
Pay	£18,432 per year fte, i.e. £7,372.80 per year for each 0.4fte post
Pensions	Creative Kernow will automatically enrol you into The People’s Pension if you are aged at least 22 but you are under State Pension age and you are earning more than £10,000 a year (£833 per month).
If you don’t meet these criteria on appointment but you do meet them at a later date, we will automatically enrol you into the scheme then.
If you are eligible to join, Creative Kernow will contribute 2% of your salary until 30th September 2018 and 3% from 1st October 2018.   More details about the scheme are available on request.
Holidays	4 weeks a year rising to 5 weeks over 5 years plus bank holidays
Hours	15 hours per week for each role (0.4 x 37.5 hours fte)
There is scope for flexible working in consultation with your line managers.  From time to time staff will be required to work unsociable hours.  A TOIL system operates rather than payment of overtime.
Probationary period		There will be a six month probationary period

Equality and Diversity
Creative Kernow is committed to equality of opportunity in employment practices and the provision of services and expects that its policy will be supported by everyone in the organisation. We are committed to making every effort to find and grow diverse talent for our workforce.  

Applicants may apply for either or both of these roles.  In line with our Flexible Working Policy, applicants who wish to apply for both roles (i.e. a total of 30 hours per week, 0.8 fte) may apply as a job-share partnership.  Both candidates should complete an application form and state that they wish to be considered together.  For reasons of practicality we cannot consider job-share applications for just one of the roles.

Please submit applications by email to claire@carntocove.org.uk by 12 noon on Monday 9th April 2018

Interviews for both posts will be held at Krowji, Redruth on Friday 27th April
Creative Kernow - FEAST Administrator job description, October 2017

Creative Kernow is a registered charity no 292138 and a company registered in England no 01727731
Creative Kernow – Carn to Cove Co-ordinator job descriptions, February 2018
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