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Creative Kernow Administrator 				January 2024
	Job title 
	Creative Kernow Administrator

	Location 
	The role is based at Krowji, Redruth, Cornwall TR15 3GE (Krowji is an accessible venue).  

	Pay band
	Administrative and Technical

	Salary 
	£23,400 pro rata +3% pension scheme.  20 days annual leave plus statutory bank holidays.  

	Hours 
	Full time – flexible working available  

	Contract type 
	Permanent

	Reporting to 
	Executive Director CK



This role -  is a critical post in our friendly creative industries charity.  You will support the CEO, the Creative Kernow board and the wider Creative Kernow staff team in a range of administrative tasks in order to enable the organisation to run effectively. 
Deadline for applications 16th February 2024
Interviews to be held 27th February 2024 at Krowji.


Creative Kernow is the cultural and creative sector support organisation for Cornwall and the Isles of Scilly. We are a charity with a mission to enrich and energise creative communities of place and practice through the production, distribution and promotion of artistic work, networks and knowledge. Our core programmes deliver activity in three dynamically interdependent areas:

Creative Communities
· FEAST – investing in projects that support co-creation between artists and communities in Cornwall 
· Carn to Cove, Villages in Action & C Fylm – touring the performing arts and cinema across Cornwall’s and Devon’s smaller communities
· Arts Lab – young people’s programme to support creative health and wellbeing in schools and alternative education settings

Creative Economy & Skills
· Creative Enterprise support – providing skills, networking, investment, export and other creative business development opportunities for the sector 
· Cornwall 365 – promoting Cornwall as a year-round sustainable creative destination through the C365 What’s On and cultural tourism consultancy
· Screen Cornwall – supporting the growth of the film industry in Cornwall through services to production companies and talent development programmes

Creative Hub development
· Krowji – Cornwall’s largest creative hub and workspace cluster in Redruth
· Offering support to emerging creative hubs and place making projects 

Creative Kernow is a well-established charity and social enterprise with an experienced board of trustees and a strong staff team.  Our finances are broadly based with a variety of income sources including grant support from Arts Council England and Cornwall Council, European Structural Investment funds via European Social Fund and European Regional Development Fund, earned income from commissions and contracts, box office income from events and rental income from our workspace cluster in Redruth. Creative Kernow contributes significantly to developing and delivering effective models for creative and cultural practice, sector, community and audience engagement, clusters and networks and leadership development in our rural region.  


Role Description
This job description is not an exhaustive list and we will expect you to carry out any other activities which may reasonably be required in accordance with the needs of the projects. This means that we will expect you to be flexible and adaptable within your role. 
The key tasks are to:
· Assist the Executive Director and CEO in a range of administrative tasks including diary management, organising meetings, events and supporting the smooth running of short term projects
· Provide administrative support to the Creative Kernow board – organising the meeting schedule, circulating paperwork, minuting the meetings and maintaining statutory records and updating datasets
· Support the development of Creative Kernow’s IT systems and processes including CRM database
· Assist with HR administration including recruitment for vacancies, promoting workplace initiatives  
· Liaise with IT support staff to identify problems and book jobs
· Order supplies and maintain office resources 
· Maintain and update staff contact lists, annual leave and sickness records 
· Circulate internal communications
· Maintain and update the Creative Kernow website and social media platforms, assist with Creative Kernow’s marketing and communications, use online tools to monitor media data for reporting purposes. Collate and send out a quarterly e-newsletter.
· Collate documents and data from Creative Kernow programmes for reports and evaluation purposes as required
· Work with administrators in other teams to identify and share best practice and offer administrative support to other teams during busy periods


Person specification – key competencies:
Essential:
· An enthusiastic and proactive approach with an ability to use initiative & problem solve
· Excellent IT skills and a comprehensive knowledge of Microsoft Office including Teams and Sharepoint
· Experience of documenting meetings with good quality minutes/notes
· Proactive in seeking IT based administrative solutions
· Strong customer service skills and telephone manner with proven experience
· Attention to detail 
· A completer finisher with strong organisation skills 
· An interest in the arts and culture

We are particularly interested in your ability, experience and potential rather than your qualifications, so there are no formal minimum requirements.

Desirable:

· Experience of CRM systems eg Salesforce
· Experience of Wordpress and Mailchimp 
· Skills in document design




Equal Opportunities
We welcome applications from all members of our communities and operate under the principles of Equal Opportunity, insisting on and promoting equality of opportunity and access to all, regardless of age, race, colour, ethnic or national origins, gender, marital status, sexual orientation, disability, income, education, religious beliefs or cultural heritage.
Unfortunately, this position is not suitable for a job share. 
If you require this job description in another format, please let us know.
Organisational structure
The Administrator is responsible to the Executive Director, Creative Kernow; the post-holder has no line management responsibilities.  You may also work closely with other Creative Kernow directors on discrete projects as agreed with your line manager.
Key conditions of work 
Contract 	
Permanent contract, subject to satisfactory completion of a 6 month probationary period.  The employer is Creative Kernow Ltd.

Pay
£23,400 

Holidays 	
20 days plus bank holidays.  Annual leave entitlement increases by one day after each year of continuous service up to a maximum of 25 days.

Hours 	
This is a full-time post, working 37.5 hours per week. The post may include work outside of normal work hours e.g. for events or office cover. A TOIL system operates, rather than payment of overtime. 

Place of work 	
Krowji, West Park, Redruth, TR15 3GE. The role may involve occasional attendance at meetings and events elsewhere. 

Pension 	
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 earning more than £10,000 a year (£833 per month). 
If you are eligible to join, you will be required to pay 5% of your salary and Creative Kernow will contribute 3%. You can subsequently opt out if you wish. More details about the scheme are available on request. 

Policies
Creative Kernow has an extensive range of policies contained in the Staff Handbook and these form part of the post’s terms and conditions.
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