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Swindon Dance

Administrator

Centre for Advanced Training

Job Description

POST:  Administrator – Swindon Dance Centre for Advanced Training (CAT).
SALARY: £20,000 and £24,999 pro rata, per annum (dependent on experience)
HOURS: 15 per week (will include occasional evenings and weekends)
CONTRACT: Permanent (PAYE) starting 10th September 2018
RESPONSIBLE TO: Programme Manager (CAT)
MAIN PURPOSE OF THE ROLE:
Under the direction of the Programme Manager, the post holder will be responsible for a range of administrative tasks to support the effective delivery of the 3 Swindon Dance CAT programmes and recruitment process. 

ROLES AND RESPONSIBILITIES:
· Lead on all general administration support to ensure the smooth running of the CAT programmes and the organisation of the daily running of the CAT offices 

· Assist and support the Programme Manager with administrative tasks relating to the overall running of the CAT

· Assist the processing of student bursaries
· Responsible for space booking

· Assist in the updating of CAT documents 
· Responsible for maintaining accurate attendance records for all students

· Responsible for obtaining child licences for all performances CAT students are involved in

· Assist in marketing and communication of CAT activities 

· Assist with organisational support for the yearly recruitment process; including recording of statistical data

· To attend auditions for all CAT programmes to oversee the registration of participants and smooth running of the days

· Any other duties required by the post

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