NORTHERN SCHOOL OF CONTEMPORARY DANCE

JOB DESCRIPTION

POST




Learning and Participation Administrator 
REPORTING TO


Head of Learning and Participation 

MAIN PURPOSE OF POST
To work closely with the Head of Learning and Participation to administrate, promote, support and deliver the College’s current Learning & Participation provision (including the Centre for Advanced Training, CAT).

DUTIES
· To assist the Head of Learning and Participation and CAT Programme Leader as required with the day to day running of the department. 
· To lead on all administration duties within the Learning and Participation department.
· To manage the booking procedures of centre based classes and external workshops, including all studio booking systems for all Learning and Participation.
· To promote marketing campaigns for Learning and Participation projects, events, classes and courses and where necessary the main School internally and externally.
· To work with the Head of Learning and Participation and CAT Programme Leader to ensure that information on the NSCD website and associated Learning and Participation social media channels is continually up-dated.
· To create and maintain contact databases, ticketing and online systems as required for the Learning and Participation team.
· To collate information requests on all students, classes and projects and send out documentation.
· To share the role of Responsible Adult in the building in the absence of either the Head of Learning and Participation or the CAT Programme Leader, including evenings and Saturdays as necessary.
· In consultation with the Head of Learning and Participation, to co-ordinate internal communications with regards to Learning and Participation projects and classes.
· To represent NSCD in a friendly and courteous manner both to staff, parents, students, and to external visitors.
· To be the point of contact for all the Learning and Participation enquiries and re-direct to appropriate staff where necessary.
· To book all travel and accommodation requirements for the Learning and Participation team and visiting artists, ensuring that costs remain within the budget allocation for those areas. 
· Undertake staff development where considered necessary and attend administrative and general staff meetings as required.
· Be a registered First Aider within the building. 
· Follow the College code of practice in such matters as Health and Safety and Equal Opportunities.

· Support all agreed Quality Assurance Systems within the College.

· Any other relevant duties.
PERSON SPECIFICATION

Learning and Participation Administrator

	
	Essential Criteria
	Desirable Criteria

	Education Qualifications
	Educated to degree level or qualified by experience in general clerical and administrative


	

	Experience
	Relevant experience working in a similar customer service/administrative role

Strong administrative skills
	Experience of working with people from a wide variety of social and cultural backgrounds.

An understanding of dance work in a community setting



	Skills Required
	Proven administrative skills, including the ability to use software packages such as Microsoft Outlook, Word, Excel, PowerPoint and database applications.

The ability to maintain, analyse and interpret data in order to monitor and manage the areas associated with the post

Excellent written, verbal and numeracy skills with particular emphasis on letter and report writing 

The ability to work to deadlines and manage a varied workload with regular interruptions and ever changing priorities.

Committed to working in a customer focussed service environment, with the ability to deal with poor performance and respond quickly to resolve issues; have an interest and proactive approach to service delivery and development.


	A good knowledge of student requirements in respect of support in a community dance environment. 
Ability to support and sustain dance projects, and to motivate and generate enthusiasm in others.

Use of software applications including Adobe Photoshop, In Design, WordPress and Ticket Solve


	Personal requirements
	Proven interpersonal and communication skills, with a patient and considerate manner in order to provide assistance and to customers, staff and students.

Commitment to become part of a small, enthusiastic and dedicated team.

Availability to work flexible hours (including evenings and weekends).

Willing to undertake the appropriate training as necessary (including First Aid)

DBS checks will be required prior to assuming the role.
	


NORTHERN SCHOOL OF CONTEMPORARY DANCE

Terms and conditions
Full contractual terms and conditions of employment will be supplied to the successful candidate, but in brief these are:

Place of employment:
NSCD, 98 Chapeltown Road, Leeds LS7 4BH  

Hours of work:
Minimum of 37 hours per week with the ability to work evenings and weekends.              
Remuneration:

Salary band £16,717 – £17,738 
Contract:
Full Time Permanent. 
Probationary period:
6 months
Leave entitlement:
25 days per year plus 8 bank holidays and up to 3 discretionary closure days. 
Period of notice:
 one month on either side.
Pension:
West Yorkshire Pension Scheme.

