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JOB DESCRIPTION

TITLE:


Young Artists Company Coordinator 
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 develop a young artists company in line with the Zion Arts Centre’s and the young people’s creative vision. 
HOURS:
25 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. Work with the Creative Development Manager to identify funding opportunities to set up a young artists company. 

2. Work with the Young Leaders Forum to apply for funding to support the young artists company.

3. Maintain records and evaluate all work undertaken especially in line with any funding regulations. 

4. Prepare a programme of activity to be delivered out of school hours to the Zion Arts Centre target audience. 

5. Delivery of session-based arts programmes (drama, dance, music, visual art) and preparation of productions for the age range 10 – 25 year-olds. 

6. Run introductory workshops with younger age group from 5-10 years old. 

7. Promote the overall creative programme and the work of the young performers company to local educational institutions and community groups. 

8. Recruit and retain young people to form the company. 

9. Support the Creative team with marketing and PR in relation to all young artists productions.

10. Maintain confidentiality and discretion at all times.

General

1. To work with the entire staff team to support and deliver Zion Arts Centre’s strategic and creative vision.
2. To understand, actively promote and adhere to Health & Safety legislation and Zion Arts Centre’s Health and Safety policy.  

3. To adhere to all Zion Arts Centre’s policies and procedures.
4. Any other duties required by the 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.  This role will require an enhanced CRB check. 
PERSON SPECIFICATION:

The successful candidate will be able to demonstrate the following:

1. It is essential that the person appointed has experience of working with young people.
2. Strong sense of professionalism including commitment, competency and confidence in their work.

3. Ability to work co-operatively with the Creative and Operational Teams and other relevant organisations/individuals.

4. Have a high degree of flexibility, both in terms of day-to-day work and terms of the evolving work programme.
5. 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.

6. Excellent administrative skills.

7. Excellent organisational skills.

8. Excellent communication skills, both verbal and written.

9. Excellent interpersonal skills.

10. A professional appearance and presentation.

11. Excellent time keeping skills, conscientious and punctual.

12. Self motivated and enthusiastic about your work.

13. Interest in working with young people from culturally diverse backgrounds.

14. Interest in working in a creative environment.
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