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Job Description for the post of FEAST Administrator (0.4FTE / 15 hours per week)
Salary up to £20,000/ year FTE
We can be flexible about how these hours are distributed across the week.

We are seeking an Administrator to provide support for the FEAST team.  
FEAST is a well established arts programme, investing in a wide range of community cultural projects across Cornwall every year.  You will be joining a small team which prides itself on bringing together artists and communities to open up new creative opportunities for the broadest possible range of people.  

FEAST commissions around 80 projects a year and is involved in a number of partner programmes.  The administration of such a wide portfolio of activities needs to be accurate and systematic; communication with applicants and FEAST projects must be well handled and the whole team need to understand and champion the value of the work. We are looking for someone bright, enthusiastic and organised who would enjoy the dynamic of a small team bent on making things happen.
The employer for this post is Creative Kernow, one of Cornwall’s leading creative sector organisations. As well as FEAST, Creative Kernow runs a number of other projects in Cornwall, with the key ones being Krowji, the creative workspace cluster in Redruth; the Carn to Cove rural touring scheme; Screen Cornwall a new screen agency; the Cornwall 365 cultural tourism project and Creative Skills which includes the European funded Cultivator programme. 

The post will involve a wide range of administrative tasks, including:
· Being a knowledgeable point of contact for applicants
· Having a good overview of the FEAST programme, including the status of current  projects 
· Ensuring that all paperwork associated with the application, contracting, payment and evaluation processes is complete and in order
· Arranging meetings and interview schedules
· Taking minutes at panel and Advisory Group meetings
· Drafting funding agreements with projects
· Managing the FEAST digital database and paper based filing systems
· Retrieving information from the database and providing statistical data for reports to funders
· Supporting the upkeep of the website
· Assisting in marketing via social media platforms 
· Supporting the team in developing advocacy documents and the Feast of Festivals leaflet 
· General administration tasks for the FEAST team
FEAST also acts as partner in a number of initiatives with cultural or social purpose, such as Fun Palaces, Cultivator, Game Changer and Bill’s Attic. We will need you to:
· Have a good knowledge of each partnership programme
· Provide administrative support and assist in arranging and recording activities associated with FEAST partner programmes 
· Contribute to the delivery of / monitor artist led workshop activity as required

This is not an exhaustive list of duties and you will also be required to carry out any other duties which may reasonably be required of you in accordance with the needs of the organisation. You will also be required to be flexible and adaptable in respect of your role.

Person specification 
We are particularly interested in your abilities, experience and potential rather than your qualifications, so there are no formal minimum requirements
Skills and Experience
Essential
· You have an interest in arts and culture
· You have at least two years’ experience in administration either in an office or at project management level 
· You have excellent communication skills, able to deal with a range of different audiences , both on the phone and face to face 
· You are highly organised, able to organise the large amounts of information using both digital and paper systems 
· You have a high level of computer literacy, particularly in use of Windows, Excel and database software
· You are able to act as first point of contact, sift information, understand the priorities and distribute accordingly
· You have a proven ability to use social media platforms effectively for marketing 
· You have a high level of attention to detail and are able to produce accurate and well-presented written documents
· You can co-ordinate meetings and take minutes effectively
· You are able to initiate and set up organisational systems

Desirable
· You have worked in the cultural or community sectors as a professional or volunteer
· You are familiar with GDPR regulations
· You are familiar with various digital tools such as Mail Chimp, Eventbrite, Lamplight, Basecamp etc

Personal Attributes
Essential
· You have a positive outlook, like working with people and would enjoy acting in an enabling role
· You are flexible, adaptable and able to work on your own initiative
· You can work to tight deadlines 
· You listen to people
· You are reliable, very well organised with excellent time management skills
· You are a team player.

Key conditions of work
Organisational structure
The FEAST Administrator reports to the FEAST Project Manager and Director. The main place of work is the FEAST office, Krowji, West Park, Redruth, TR15 3AJ. You may occasionally be required to travel, in which case we reimburse travel expenses.


Contract
This a permanent contract, with a 6 month probationary period.  The salary is up to £20,000 pa FTE – pay is reviewed every April.  Your working week is 15 hours. We are happy to negotiate flexible working hours across the week if required. There are 4 weeks holiday a year (FTE) rising to 5 weeks over 5 years plus bank holidays.
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 earning more than £10,000 a year (£833 per month).  If you don’t meet these criteria on appointment, but 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 3% of your salary.  More details about the scheme are available on request. 
Equality and Diversity
Creative Kernow is committed to equality of opportunity in employment practices and provision of services and expects that its policy will be supported by everyone in the organisation.

[bookmark: _GoBack]If you are interested in this opportunity please complete the application form and return by email to rose@creativekernow.org.uk by October 23rd.
Interviews: Thursday 31st October 2019.

Some of the funding for this post may come from the Game Changer programme which is jointly funded by the European Social Fund (ESF) and the National Lottery Community Fund, and part may come from Creative Kernow’s Cultivator programme which is part-funded by the ESF and the European Regional Development Fund.  
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