
	Guidance

	

	A template must be completed for each Job Placement role that is being offered.  For example, if the 30 Job Placements are split across two roles, clerical assistant and retail assistant, you need to complete two templates.

	 
	 

	DWP Bid Unique Identifier
	To be completed by DWP only.

	 
	 

	Job Placement title
	Enter the title of the Job Placement you wish to fill.

	 
	 

	Job Placement summary 
	Enter a description of the Job Placement. Include details of the main responsibilities of the role and the key activities that will be carried out.
 

	 
	 

	Skills, experience and qualifications
	Enter details of any skills, experience or qualifications that are preferred or required for the role. For example, a driving license.

	 
	 

	Job category 
	To be completed by DWP only.

	
	 

	 
	 

	Number of hours per week
	Enter the number of hours per week. 

	 
	 

	Working pattern and contracted hours (including any shift patterns) 
	Enter the working pattern.

	 
	 

	Hourly rate of pay 
	Enter the hourly rate of pay. If this will be the national minimum wage enter the wording: National Minimum Wage 

See www.gov.uk for further information on the National Minimum Wage.







	Details of employability support (training opportunities/mentor)
	Kickstart participants must be provided with support to improve their employment prospects to help them move into long-term sustained employment. Describe what support will be offered. This may have been included in your application to Kickstart. 
Note: If this is being provided by an intermediary body you should enter this here.

	 
	 

	Company name
	Enter the company name for the Job Placement.

	
	 

	
	 

	Using the table please provide details for each Job Placement by location. 

If there is one location  complete the first line only.
	The employer Job Placement reference number (where applicable).

The location and address where the Kickstart participant will be working.

The contact details for each Job Placement.

The preferred method that the applicant should contact you to apply, such as: email address for CVs, link to access an application form on your company's internet site, contact number and times to call if the application is to be made via telephone.

The number of Job Placements per location.

The maximum number of applicants you want DWP to refer to you. 

If known, indicate if public transport is available. 

If known, enter the anticipated start date/s.

	
	

	
	

	
	

	
	

	 
	

	 
	 

	Closing date for applications
	Enter the final date that you want to receive applications.






	DWP Bid Unique Identifier
	KSAA43D684

	
	

	Job Placement title
	Rural Touring Events Co-ordinator



	Job Placement summary

	Carn to Cove is the rural touring scheme which supports a network of over 80 village halls and community spaces to promote professional touring performances to local audiences. The post will support the Carn to Cove Director and Deputy Director to deliver two seasons per year of live performances throughout Cornwall.
Miracle Theatre is a touring theatre company, which has been touring to places and communities across Cornwall, performing in outdoor and indoor spaces, since 1979.
Please note that we are both flexible organisations and can adapt to serve the right individual for this post
Duties  
Setting up and running box office facilities for both organisations – online and telephone support
Setting up  front of house and co-ordinating on-site box office and sales of merchandise at events
Being a central contact between venues/communities, touring team and host organisations
Providing good customer service throughout all areas of the role
Gathering data on ticket sales and other information for evaluation purposes
Monitoring sales and supplies of merchandise & taking care of front of house equipment
Submitting event listings and liaising with Partner organisations 
Answering phone and email enquiries as required 
Assisting with the administration to support the management teams as required
Additional tasks
Work with line managers to identify and attend training, networking and events appropriate for the development of the role and the organisation.
Support project directors where appropriate




	Essential skills, experience and qualifications
	Essential
Flexible, adaptable, able to work on own initiative, with a positive can-do attitude
An interest in the creative industries 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
Desirable
Full valid driving licence and access to a vehicle for business use
Interest in live performance and motivation to attend events



	
	

	Job category (DWP use only)
	

	
	

	Number of hours per week
	25

	
	

	Working pattern and contracted hours (including any shift patterns)
	Core hours 9-5
Some evening and weekend work may be required



	
	

	Hourly rate of pay
	National Minimum Wage



	Details of employability support (training opportunities/mentor)

	We will purchase our gateway support which provides:
Give employees access to up to 3 one to one sessions with a professional navigator (Real Ideas career coach) to support your employee to build confidence and independence. Work on their CV and overcome any personal barriers to success. Access to a next steps group session (or opportunity hack) where employees are supported to identify and respond to live opportunities and help them progress into new work at the end of the placement.
In addition to support delivered by the Gateway organisation, each placement will have access to coaching and mentorship from Managers and Senior Team members. We will provide access to the wider cultural sector to facilitate and encourage networking. 
An induction will be given at the beginning of the placement and regular team meetings will take place to monitor progress. The participants will be working with small project teams where skills in teamwork will be fostered and encouraged. 
Ongoing support will be given throughout placement with weekly check ins with Line Managers, as well as focussed one to one sessions, for approximately 2 hours per week. Additional support through skills development will be provided by the Cultivator project. 
Regular performance reviews will take place during the one to one sessions. We will adapt the support offer to each placement based on their skills, confidence and performance, and we will programme additional training or mentoring if required. 
The placements will be encouraged to give feedback during the weekly check ins and one to one sessions as above.






	Company name
	Creative Kernow Ltd


	
	

	Closing date for applications
	13th April 2021





	Using the table on the next page please provide details for each Job Placement by location.
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	Employer Job Placement reference (where applicable)
	Job Placement location and address (including post code)
	Contact details for the Job Placement
Name
Email address
Telephone
	How to apply for the Job Placement
	Number of Job Placements  at location
	Maximum number of referrals per Job Placement
	Is public transport available? Yes/ No/ Don't know
	Anticipated start date/s (if known)

	
	Krowji, West Park
Redruth TR15 3GE
	Claire Marshall
claire@carntocove.org.uk
07801 698514
	By application form downloaded from https://www.creativekernow.org.uk/about-us/

	2
	20
	Yes
	26/04/2021
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