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JOB DESCRIPTION 

TITLE:


Administrative Assistant

RESPONSIBLE FOR:
N/A

RESPONSIBLE TO: 
Creative Development Manager 
Zion Arts Centre is a multi art form space for young people developed and driven by the aspirations and need of Manchester’s 5 to 25 year olds.  As one of the most versatile cultural buildings in Greater Manchester, Zion has facilitated and developed a broad range of visual and performing arts events, activities and workshops, exhibitions and participatory opportunities.  Zion is also host to a number of organisations including Manchester Music Service who have made major contributions to providing unique opportunities for young people to engage in high creative opportunities in Manchester.  Zion has a track record of delivering high quality creative projects and is well placed as a major player to deliver Manchester City Council’s Cultural Strategy and Young People’s Plan.  

PURPOSE:
To provide administrative support to the entire staff team, so assisting in the smooth running of the organisation
HOURS:
35 hours per week including Saturday day and evening shifts.  The requirements of the business are such that a high degree of flexibility is necessary and you will be required to ensure adequate cover at all time. 
MAIN AREAS OF RESPONSIBILITY:

1) Taking minutes for internal staff meetings 

2) Assist in the preparation of reports for internal and external meetings.

3) Maintain accurate and up to date filing systems of all documentation.

4) Produce a variety of documents using a range of IT software e.g. word, excel, power point, access.
5) Provide administrative support for the Bookings Coordinator, taking initial enquiries for room bookings.
6) Provide administrative support for the Creative team; including booking rooms and travel, ordering resources, responding to enquiries, supporting the Education department and updating of records. 
7) Provide administrative support for the Customer Service team, including updating databases. 
8) Support the CEO, Creative Development Manager and Bookings Coordinator in the creation of artists and facilitator contracts.
9) Research and provide information for the Senior Management Team and provide general administration report. 
10) Carry out a range of admin duties as required e.g. photocopying.  
11) Maintain confidentiality and discretion at all times.
General
12) To work with the entire staff team to support and deliver Zion Arts Centre’s strategic and creative vision.
13) To understand, actively promote and adhere to Health & Safety legislation and Zion Arts Centre’s Health and Safety policy.  

14) To adhere to all Zion Arts Centre’s policies and procedures
15) Any other duties required by the Customer Services Supervisor or Zion Management Team 
GENERAL INFORMATION:

To comply with legislation covering the activities at Zion Arts Centre, it is required that all staff undertakes training as directed by their line manager.  It is also essential that all staff carry out their duties in a safe manner in accordance with the current Health and Safety at Work legislation.  
PERSON SPECIFICATION:

The successful candidate will be able to demonstrate the following:
1) Knowledge and experience of using a wide range of I.T. in the work place e.g. word, excel, power point, access, email and internet 

2) Excellent administrative skills

3) Excellent organisational skills

4) Excellent communication skills, both verbal and written

5) Excellent interpersonal skills

6) Ability to work co-operatively as part of a small team

7) A professional appearance and presentation

8) Excellent time keeping skills, conscientious and punctual.

9) Self motivated and enthusiastic about your work
10) Interest in working with young people from culturally diverse backgrounds
11) Interest in working in a creative environment 
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