Swindon Dance

Assistant Coordinator
Centre for Advanced Training

POST:  Assistant Coordinator - Centre for Advanced Training; Exeter Contemporary Programme
SALARY: £4.20 to £7.83 per hour (dependent on experience)
HOURS: 6.5 per fortnight (including Sundays in term time and half-term overnight chaperoning)

CONTRACT: 11 month PAYE fixed term contract - role starting w/c 27th August 2018
RESPONSIBLE TO: Programme Manager, Centre for Advanced Training (CAT)     
MAIN PURPOSE OF THE ROLE:
Under the direction of the CAT Programme Manager, the post holder will be responsible for supporting the Coordinator of the Exeter Contemporary Programme (ECP) in the smooth running of the course; such as note taking for parent/student meetings and pastoral care. The role includes Sunday term time dates and half-term weekdays to support chaperoning duties during residential overnight stays.
Candidates will be a responsible self-starter with excellent communication and IT skills.

The Centres for Advanced Training across is one of nine from across the country and offers specialist pre-vocational training for exceptionally talented young dancers aged 11-18.  This position is funded through the Department for Education (DfE), Music & Dance Scheme and is dependent on continued funding from the DfE.

DUTIES AND RESPONSIBILITIES:
· Assist the coordinator (ECP) with the preparation for Sunday training days

· Responsible for dissemination of information to students on training days
· Health and safety of students, team, guest artists and building

· Responsible for attendance records, absentees, messages on and during training days

· Administration support during physiotherapy screening and individual training plan meetings with students and parents by taking accurate and detailed records

· Ensure the safe departure of students, team, guest artists and assist the coordinator with the clearing up of the spaces used
· Any other duties required by the post

PERSONAL SPECIFICATIONS:

Essential:

· Aged 16 and above

· Excellent IT skills including Microsoft Office Word and Excel 

· Basic knowledge of Microsoft Publisher and Access 

· Excellent written, verbal communication skills and interpersonal skills

· Excellent planning, time management and organisational skills

· Experience of working with young people

· Enhanced DBS Disclosure or be willing to undergo a DBS check
· A knowledge/passion for youth dance/the dance industry

Desirable:

· Experience of media editing packages and publishing on social media platforms

· Experience of collating and presenting statistical data

· Undergoing or previous dance training experience e.g. vocational training or equivalent knowledge 

· Frist Aid qualified

Personal:

· Responsible self-starter able to work on own initiative
· A team player
· Good problem solver

· Able to manage multiple priorities

· Good people skills

· Flexible worker, able to work unsociable hours e.g. Sundays, evenings and school holidays

· Committed to the ethos of creating a safe and holistic learning environment for young people 

Other duties and responsibilities

This job description is intended as a general guide to the duties attached to the post and is not an inflexible specification. It may therefore be altered from time to time to reflect the changing needs of the CAT, always in consultation with the post holder.

The standard working week will be 6.5 hours per fortnight and you should take a minimum unpaid break each working day of 6 hours or more. The starting and finishing time, and the time of the lunch break, will be to suit the requirements of the organisation.

Due to the nature of the organisation, you will be expected to exercise a certain amount of flexibility around your working hours and this may include the need to work evening and weekends to meet the organisations requirements.  Time off in lieu for additional hours worked may be claimed with the prior agreement of your Line Manager.

Holidays: You will be entitled to 21 days annual leave (pro rata) plus one (fixed) staff day and bank holidays

You may be required to work unsociable hours to fulfil this role.
