SCOTTISH YOUTH THEATRE

Scotland’s National Theatre ‘for & by’ Young People

Senior  Arts Project Co-Ordinator

Summary of Role

The Senior Arts Project Co-ordinator will work along side the Scottish Youth Theatre Artistic Team, providing support in the planning, organisation and management of all aspects of the company’s core activities and projects. 

Key Responsibilities

For all core activities and projects;

· Provide financial monitoring and control
· Implement, monitor and control all booking systems
· Deal with all aspects of contracting of freelance staff, including assisting in recruitment

· Ensure all requirements are met including venues, equipment etc.
· Provide general administrative support to ensure smooth running.

Duties

· Financial planning and budgeting for the all Scottish Youth Theatre core activities and projects .  Monitoring, controlling and reporting on specified income and expenditure budgets

· Operation and control of all participant booking/reservation systems processing applications and payments, providing daily income records, payment reminders and reports as required. 

· Development, maintenance, operation and control of all participant databases.  Ensuring timely production of reports, letters and information as required.

· Contracting and recruitment of freelance staff. Ensuring all freelance staff have undergone the appropriate checks and all declarations are in order.  Organising timely payment of fees and expenses and recording all transactions relating to freelance contracts.  Informing and liaising with freelance staff in respect of their contract with Scottish Youth Theatre .  Booking accommodation and travel as required. From time to time supervision of freelance, casual and short term contract staff.  Organisation of training as and when required.
· Communicating with outside agencies, participants, their parents and guardians clearly and effectively, responding to requests in an efficient and courteous manner.

· Sourcing and booking all venues and equipment required for Scottish youth Theatre core and projects activities.  Negotiating the best rate.

· Monitoring progress of core activities and projects including reviewing class and activity reports, following up with any actions as required.

· Liaising with Marketing to plan and co-ordinate the timely distribution of  Scottish Youth Theatre core activity and projects information, including booking forms and applications
· Assisting in the organisation of castings and other opportunities for Scottish Youth Theatre participants.

· Provision of financial and general administrative support to Scottish Youth Theatre projects and events as required., working at all times in an efficient and professional manner.

· Fulfilling other duties as required by the organization including attending  Scottish Youth Theatre events, front of house duties at venues etc.
· Establishment and maintenance of  good working relationships with other core staff members, freelance workers, participants and Old Sheriff Court users.
· Maintenance of a professional manner with regular and punctual attendance and adherences to the dress code required by Scottish Youth Theatre and The Old Sheriff Court.
· Complying with all of  Scottish Youth Theatre’s   policies.
Essential Qualities

· Ability to organise,  prioritise   tasks and work under pressure

· At least two years experience of working in a similar role for an arts organization.

· Good verbal and communication skills

· Good numeracy skills

· Experience of  Microsoft word and excel

Desirable Qualities

· Experience of booking systems

· Experience of database operations

· Experience of working with children and young people

· Friendly and approachable manner

· Willingness to learn

The Salary being offered is between £17k to £19k  dependent on experience.   This is based on 37.5 hours per week.

