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JOB TITLE: 
      
 
Arts Administrator / PA

LINE MANAGER:    
 Managing Director

CONTRACT:             
Full Time 40 hours per week

TIMES:                      
Monday to Friday 10am - 6pm occasional Saturdays and evenings

PAY:                          
£16,500 - £20,000 (dependant on experience)

Purpose of the position

The award winning not for profit Anna Fiorentini Theatre & Film School is looking for a highly organised and energetic Arts Administrator / PA.

Reporting directly to the MD, this post is pivotal to the ongoing success of this fast growing organisation. Providing overall support to the MD. Expect to play an essential role encompassing PA, Office Administration, Marketing and other general Admin duties.

Key responsibilities

1.

To deal with initial enquiries from potential students and deal with recruitment of students including organising audition and taster days.
2.
To keep clear records of all students including contact details, medical conditions and contracts.

3.
To deal with all payments and instalment policies 

4.
Co-ordinating staff and cover teachers and time-tabling

5.
Recruiting volunteers for the schools and the shows.

6. Event planning including our Stars in Their Eyes, Voice Idols, Oscar Nights, Dance and Drama competitions.

7. 
Research further opportunities to form partnerships with other organisation and     corporate firms.

8.
To form relationships with local schools, theatre companies and youth organisations.

9.
To ensure all health and safety procedures are in place.

10.
To produce weekly letter for all students and keep website up-dated.

11.
To assist with the organisation and promotion / fundraising for the yearly show and our hardship fund.

12. To provide assistance to the agency and cover when the agent is on leave.

Changes to the Job Description

The responsibilities of this post may be changed subject to review. This will be done in consultation with the post holder.

PERSON SPECIFICATION

Essential Criteria for Appointment

     1.  Qualification of Degree level or equivalent

2.
At least two years administration experience

3.
Proven organisational skills; the ability to plan and prioritise, and to work to deadlines

4.
Excellent interpersonal skills and ability to communicate effectively with a wide range of people.

5.
Excellent telephone skills

5.
Excellent verbal and written communication skills

6.
Methodical, organised, logical

7.
Some financial acumen

8.
Timely, flexible and enthusiastic

9.
Happy disposition that enjoys a challenge

10.Ability to work on own initiative and generate ideas

11. Not a clock watcher

12. Efficient with Word, Excel and Outlook.

Desirable experience / skills

1.
Experience of marketing and event planning

2.
Experience of promoting services for schools or local communities

3.
Experience of Content Management  Systems

4.
Experience of managing volunteers

5. Experience with children and teenagers

