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PROGRAMMES ADMINISTRATOR 
· Providing support and project administration for Lewisham Youth Theatre’s projects with young people aged 3 – 21
· Providing financial and office administration to support the Artistic and Executive Directors and the Council of Management of Lewisham Youth Theatre (LYT).
· Reporting directly to the Executive Director
· Based at LYT’s Office at the Broadway Theatre, Catford
Salary:


£19,000 - £21,000 per annum (Dependant on experience)
Holidays:
20 days per annum plus bank holidays
Hours:
3 days (24 hours) per week
                                
The post holder is expected to carry out his/her duties as requested. However, the nature of work in this field will sometimes necessitate unsociable hours. This post holder will be expected to work flexible hours when required
Time Scale:            
This is a fixed term contract until March 2018
Start:


As soon as possible.
Terms:
As this post involves working with/contact with young people, any offer of employment will be confirmed following the company’s procedures and policies with regards to obtaining references and enhanced disclosure status. 
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Our Mission Statement
LYT believes that theatre is a vital form of human expression and that participation in creating and watching theatre leads to the development and empowerment of young people. LYT provides a safe environment in which to develop skills and explore ideas. We commit to ensuring that this opportunity is available to all young people in Lewisham and that no-one should be excluded because of economic or social background.

JOB DESCRIPTION
Like all those who work or volunteer for LYT, the Administrator will be expected to take a role in:
· raising and maintaining the profile and status of the organisation within the local community, the professional arts community, amongst current and potential users, and public, charitable and business funders;

· ensuring that the Company's obligations under Health and Safety legislation are fulfilled;

· actively implementing all the Company's policies.

Individually, the Administrator will:
· coordinate, attend and minute all Council of Management meetings

· carry out the following administrative tasks:

Project Administration: Assisting with setting up and the ongoing administration of LYT’s projects with young people aged 3 – 24, including the following tasks:
· Liaise with the project leaders on the needs of each project

· Administrating LYT’s recruitment and registration process for young people on all projects

· Maintaining and updating a database for all those involved with LYT (LYT currently uses the Views database)
· Preparing and actioning mail-outs to parents/carers and young people

· Communicating with parents/carers and young people via phone, text, email and social media

· Preparing and updating workshop registers and folders

· Liaising with LYT’s partner organisations, including schools, youth services and arts organisations 
· Weekly monitoring of young people’s involvement in LYT’s projects and ensuring that evaluation systems are being carried out 
· Run LYT’s box office and front of house systems for performances

· Supporting with pastoral care of workshop sessions as required

Office administration: Ensuring the smooth running of LYT’s office, communication and administrative systems, including the following tasks:
· Minutes – Keeping and distributing staff and Council of Management meetings
· Communications – Responding to queries via phone/email/post and bringing messages or queries to the attention of relevant staff using office communication systems; Taking minutes at meetings and disseminating amongst relevant staff.
· Organisation – Maintaining existing office organisation systems where documents and materials are filed appropriately and are easily accessible to staff. 
· Planning and Scheduling -  Keeping the office diary  (through Google Calendar) and other office scheduling systems up to date and easily accessible.  Organising meetings as necessary.
· Office Materials – Liaising with project staff to ensure that sufficient quantities of current printed stationery and office supplies are available in the office.
· Housekeeping - keep office clean and tidy and act as point of contact for maintenance and Health and Safety in the office ie. Cleaners, lighting, fault reporting etc. and follow through on any problems.

Fundraising & Marketing: To support preparation of fundraising bids and reporting to funders, including the following tasks:
· Support on collating evidence for fundraising bids and reports (including monitoring, evaluation, financial evidence and organisational documentation)
· Undertake fundraising research as necessary
· Maintain calendar of funding deadlines for both funding applications and reports. 
· Maintain and update press & print archives, database, and website.   
Finance Administration: To administrate the LYT’s financial systems of payroll, petty cash, and recording & reconciling of accounts, including the following tasks:
· Recording and reconciling all items of income and expenditure in financial templates (using Excel spreadsheets) for both bank and petty cash accounts.

·  Administrate the use of petty cash
· Administrate the payroll system on a timely basis for LYT employees and freelance staff, ensuring that necessary deductions are made from PAYE employees

· Ensure the timely and correct payment to Inland Revenue (monthly) and the appropriate end of year reporting is submitted
· Issue cheques in response to valid invoices, making sure they are signed by the appropriate signatories and received by the supplier.

· Maintain paper and electronic records of all financial transactions including employee payroll, payments made and income received 
· Maintaining the existing electronic and hard copy filing systems for all financial paperwork.
· Keep up to date with tax and national insurance legislation in order to implement changes if and when necessary.  
· Assist in the preparation of year end accounts and related information 
· Assist the Company Manager in liaising with the Company’s auditors, Council of Management, bankers and the Inland Revenue on matters relating to the Company’s finances.

· Carry out cash banking, as necessary
Other Tasks: To take on any other duty that may be reasonably allocated by the Artistic Director or Company Manager 
PERSON SPECIFICATION
The post holder must have:
Experience Base
· Proven experience of administration on participatory programmes
· Proven track record in communication with variety of stake-holders
· Experience of office management and working within existing office systems
· Experience of financial administration
Skills

· Proven skills in working with Microsoft Excel, Word, Powerpoint and Publisher

· Proven skills with finance and database packages

· Knowledge of website and social media administration

· Good oral and written communication skills
Qualities
· Excellent interpersonal skills

· Ability to set own targets and manage activities

· Ability to work successfully as part of a team

· Highly organised with excellent attention to detail
· An interest in the social and emotional development of young people through the arts
It is desirable that the postholder will also have some experience of: 

· Experience of running PAYE and maintaining payroll records 
· Marketing through online, email and print

· Experience working with young people and/or in education, or to be able to demonstrate an informed understanding of this.

· Experience working in theatre/arts related environments 

· Experience working in a busy, multi-faceted environment.


How to apply
Please send:

· A CV 
· A covering letter of no more than 2 sides of A4.  The letter should demonstrate how your skills and experience match each Essential area of the person specification and, if applicable, the Desirable areas.  For each area, you should try to indicate

The situation or context and your task or role

The action you took and the result or outcome
· A completed Equal Opportunities Monitoring Form (see below) 

Please email your application with the subject “[Your Full Name] Administrator Application” to info@lewishamyouththeatre.com
Or post to: Lewisham Youth Theatre, The Broadway Theatre, Catford Broadway, Catford SE6 4RU
NB Incomplete applications will not be considered.

Closing Date for Applications: 
10am on Monday 12th October 2015
Interviews:
Monday 19th October; 

Please note only shortlisted applicants will be contacted

For further info about LYT please view our website at: www.lewishamyouththeatre.com 

Lewisham Youth Theatre is a Registered Charity (no. 297075) and an Equal Opportunities employer.

EQUAL OPPORTUNITIES STATEMENT

Lewisham Youth Theatre is committed to equality and inclusion at all levels of the organisation, and actively opposes all forms of unlawful and unfair discrimination.  LYT values the role diversity plays in engendering a positive working environment.  We therefore aim to ensure equality of opportunity in all levels and activities by adopting equitable approaches to all that we do and working to ensure that our policies and practices (formal and informal) remain lawful, fair and actively inclusive.

This policy includes preventing discrimination associated with the protected characteristics of age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion and belief (or lack thereof), sex and sexual orientation. 

LYT recognises that those who use our services are individuals with different needs that may impact on their ability to access services.  LYT may sometimes deliver projects aimed expressly at engaging specific groups, with the aim of increasing the diversity and inclusion of service users across our activities, in line with our Business Plan.  We will work hard to ensure that project criteria is appropriate to needs identified in our community, and that all those who fit the criteria for engagement have the opportunity to access our services.

These principles apply to LYT’s provision of services, working practices and its employment and training practices.  The policy applies to the treatment of all Council of Management members (Trustees), staff (permanent or temporary, including those on contracts), applicants, trainees, consultants, volunteers and members (including youth and community participants).   
LYT’s Council of Management (Trustees) is responsible for overseeing the effective implementation of the Equal Opportunities Policy in all areas of our work, including staff recruitment.  The Council of Management have delegated responsibility to the Executive Director for the day-to-day policy implementation.

All those working and interacting with LYT have a duty to uphold the Equal Opportunities Policy.  Trustees, staff, tutors, trainees and volunteers have a duty to act in accordance with this policy, and that they support service users and other stakeholders to act in accordance with the policy principles.  
Equal Opportunities Monitoring Form

This information will be used to monitor implementation of Lewisham Youth Theatre’s Equal Opportunities Policies. We will separate this part of the form from your application form. It will not form part of the selection process. We would be grateful if you could complete the following questions: 

POST APPLIED FOR:___________________________
DATE:




ETHNIC GROUP

WHITE



ASIAN



EAST ASIAN

British



British



British
Irish



Indian



Chinese

Eastern European


Pakistani


Vietnamese

Greek Cypriot


Bangladeshi


Turkish Cypriot










MIXED




BLACK



White/Black Caribbean

British



White/Black African

African



White/Asian
Caribbean

Any other way of describing your ethnic identity:  

PLEASE CIRCLE YOUR EMPLOYMENT STATUS
Full-Time
Part-Time
Seeking Work

Self Employed

Student 

Carer

Homemaker
Retired


Government Training Scheme

Incapacity Benefit

Other:

PLEASE CIRCLE YOUR GENDER
Male

Female

Transgendered

PLEASE CIRCLE YOUR AGE GROUP

Under 15
15-20
 21-25
26-30
31-40
41-50
51-60
60+

DISABILITY

Do you consider yourself to have a disability? 
YES/NO

If yes, please give details:

SEXUALITY (optional)

Heterosexual
Gay

Lesbian

Bisexual

Prefer Not To Say

RELIGION (optional)

Please indicate your religious affiliation (if any):

HOW DID YOU FIND OUT ABOUT THIS POST?
Thank you for completing this form. 


