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The Old Lodge, Uffculme, 50 Queensbridge Road, Moseley, Birmingham, B13 8QY
Tel: 0121 449 7117 Email: info@womenandtheatre.co.uk


October 2020

Dear Applicant
W&T Project Coordinator – part time (6 months fixed term)
Thank you for your interest in the Project Co-ordinator opportunity with Women & Theatre. 
Please find enclosed:
· An overview of the company and the role
· A job description & person specification
· Our Recruitment process & timeline
· Application form & equal opportunities monitoring form.  
Further information about the company and our work can be found on our website at womenandtheatre.co.uk.
As detailed in the attached pack, as an alternative to completing the full application form in writing, we are happy to accept an anonymised CV in place of Questions 1 & 2, and responses to Questions 3 and/or 4 can be submitted as an audio voice recording .   
The deadline for completed applications (including responses to ALL questions in any format) is 5pm on Monday 2 November 2020.  We will aim to notify candidates as to whether they have been shortlisted by Thursday 5 November 2020.  
Interviews will be held on Wednesday 11 & Thursday 12 November 2020 via Zoom. 
We very much hope that you find the enclosed details interesting and that this position is the right opportunity for you.

Yours faithfully
[image: jess]
Jess Pearson
[bookmark: _heading=h.gjdgxs]General Manager



Women & Theatre: What we do & how we work
Women & Theatre is an award-winning theatre company with over 35 years' experience of working with diverse groups to create exciting drama projects about things that matter. Working in a range of contexts across arts, health and community sectors, our work is united by core values of inclusion and empowerment, giving a voice to those who are not usually heard. 
We deliver drama activity including workshops, performances and participatory drama projects in a range of settings including theatres, hospitals and community centres. The company also works digitally; delivering creative workshops and projects via platforms like Zoom, and engaging with digital audiences through films and podcasts. Our target groups vary from project to project but regularly include disadvantaged young people, older adults, mental health service users, carers and women from diverse backgrounds. We work closely with communities to develop projects which foster positive changes, stimulate debate and bring different groups together.
In response to Covid-19, our artistic programme has, and is continuing to involve a primarily digital focus, with participatory and training sessions delivered online and with us engaging with digital audiences through podcast and film work. We are beginning to plan and risk-assess face-to-face, socially distanced work so that this can resume when safe to do so.  
Women & Theatre has a small core team that all work part time, between 2.5 and 4 days per week. The team includes: Janice Connolly, Artistic Director; Jess Pearson, General Manager; Jo Gleave, Lead Artist Practitioner; Matt Smith, Marketing & Fundraising Co-ordinator; and our Project Manager, Rosie Gunn is currently on Maternity Leave. We also work with numerous freelance practitioners on different projects; actors, writers, sound designers, film makers, stage managers and workshop facilitators. 
Although the core team all have defined roles and responsibilities, we work in a very open and collaborative way and actively want all staff to input ideas and opinions about different aspects of the Company’s work. This could involve anything - coming up with or responding to new artistic project ideas, feeding back on draft marketing materials or helping to develop new employment policies. We have a friendly and relaxed team culture where we hope everyone feels able and confident to raise issues and ask questions. We promote kindness and inclusivity in how we operate with our participants, freelancers, project partners, and each other.  
Women & Theatre is based at The Old Lodge on The Uffculme Centre site, owned by Birmingham & Solihull Mental Health Foundation Trust with whom W&T has a service level agreement. In response to the Covid-19 pandemic, core staff have been primarily working from home with regular meetings via Zoom & occasional socially distanced meetings. The office is however available for staff use if preferred (subject to W&T Risk Assessment). The core team currently have no plans to fully return to the office.  
Project Co-ordinator Role:
The Project Co-ordinator will provide administrative and project planning support to a range of Women & Theatre projects involving diverse partners and participants. We have several projects taking place at the same time and so being organised and able to manage multiple priorities will be important. They will need strong communication skills, as will be speaking with a range of different people including community cast members, project partners, venues and commissioners. Women & Theatre has a positive, solution-focussed philosophy and so welcome candidates with a positive outlook that can problem-solve and adapt to different ways of working.  
The role will include a wide variety of tasks. A typical week (if there were such a thing) might involve tasks such as producing freelance contracts, booking rehearsal space for a new community project, attending a weekly company meeting, writing update letters/ emails to project participants, typing up feedback for an evaluation, or facilitating practice Zoom calls with new participants about to start a new online Comedy Course. 
Key Projects over the next 8 Months:
The Project Co-ordinator will be actively involved in all of W&T’s projects taking place during this period. Key projects include:
TRACK & FIELD
As a sporting spotlight is shone on Perry Barr amid developments for the Commonwealth Games, W&T will work with local women to produce a new site-specific community production in a local. Track & Field will capture the voices of local women; celebrating the social & wellbeing value of grassroots activities; and sharing sports-related stories of personal achievements and memories of sports days.
We will work with women of diverse ages and backgrounds in Perry Barr & surrounding areas as research participants and performers as well as engage wider groups as audiences. The production will have an audio soundtrack which audiences will listen to on headphones whilst watching the community cast perform live.  We will primarily use digital platforms like Zoom for engaging diverse women in research & devising activity from late autumn, with a view to beginning socially-distanced rehearsals in community settings in March/April 2021. Four outdoor performances will take place in June 2021. We will also release a podcast of the show’s audio, reaching wider national audiences digitally.     
COMMUNITY PERFORMANCE CLUB
Funded by Birmingham City Council Adult Social Care, W&T’s Community Performance Club involves creative, uplifting activities for people over 50 & carers in Brandwood and surrounding areas of Birmingham. Group sessions encourage participants to be active, sociable, learn new skills and collaborate to deliver performance work. The project aims to promote wellbeing, strengthen community connections and reduce isolation.
The project originally involved face-to-face courses and events but is now operating online; with Zoom courses culminating in the sharing of a digital piece of work, using comedy or other art forms. We hope to do live events in the future; bringing together people from different online courses and wider community audiences. 
MOVING ON
Women & Theatre, in partnership with Birmingham Children’s Trust and Birmingham City Council, will be running a new project with care leavers over the next 2 years. The project aims to utilise the ideas, experiences and expertise of care leavers in Birmingham to produce new creative work such as theatre productions, short films, podcasts and workshops. Audiences will include relevant professionals and policymakers, children in care, other care leavers as well as wider audiences. 
Developed from research, the creative work produced will make a positive difference. It will inform developments to services and support for care leavers, and help children in care to think about their options and choices. 
There will be different opportunities for Care Leavers to get involved in a range of ways; supporting areas of project management, event planning, research, marketing, workshop facilitation, devising new theatre and film, music making, evaluation and more. We aim to recruit participants and deliver initial exploratory sessions in Autumn 2020 before starting regular weekly sessions in Spring 2021.





PROJECT CO-ORDINATOR – JOB DESCRIPTION

Purpose of the Job:
· To provide administrative and project management support across W&T’s Artistic Programme 
· To develop relationships and communicate effectively with project partners & participants, W&T staff & Board, freelance artists and other stakeholders
· To maintain administrative and communication systems, to ensure the smooth running of the company
· To support the work of W&T’s Core team and Freelance workers

Responsible to:		General Manager
Salary:				£20,000 Pro rata
Hours Of Work:		24 hours per week (within W&T office hours, Monday – Thursday)
Holidays:			22 days (pro rata) + Bank Holidays (pro rata)
Place of work: 	Combination of Home working & office based* depending on Covid-19 restrictions. 
*W&T Office Address: The Old Lodge, Uffculme, 50 Queensbridge Road, Birmingham, B13 8QY
Duration of contract:		6 months 
Fixed Term January– June 2021 + paid induction period in December 2020.
Key Tasks:
Project Management:
· To establish & develop positive working relationships with participants, freelance artists, partner organisations, funders and commissioners
· To work with W&T’s Core Team, freelance artists and partner organisations in the scheduling, planning and delivery of projects
· To support the recruitment of participants and volunteers for W&T’s participatory projects
· To support participants of online projects by familiarising them with online platforms e.g. carrying out ‘practice Zoom calls’ before a project begins
· To lead on areas of project administration, including issuing contracts, producing schedules and relevant communications with artists, partners and participants
· To work with the General Manager and Artistic Staff to monitor project budgets
· To ensure legal compliance by ensuring staff, freelancers and volunteers have up-to-date DBS disclosures and child performance licenses or exemptions are sought when needed.
· To support the Artistic Team, arranging research appointments and collating scripts when necessary
· To work with the Artistic Team to monitor & evaluate projects
· To comply with W&T Policies
· To oversee appropriate maintenance and storage of set, props and stage equipment



Development:
· To represent the company and its values to external bodies and professional organisations.
· To work with the W&T Team to respond to booking enquiries with proposals and budgets

Company Administration 
· To assist in scheduling activity for the Company & maintaining the company diary 
· To /communicate the Board of Management including taking minutes of quarterly meetings and liaising with Board members
· To keep clear and accurate records of petty cash

Any other duties as required in the general administrative running of the company.

PERSON SPECIFICATION

	
	Essential
	Desirable

	General 
	· An empathy with the ethos of the Company 
· Social awareness & an interest in people
· Enjoyment of working with a wide variety of people
· Positive and solution-focussed outlook
	· Enjoyment of working in a small friendly environment

	Skills & abilities

	· Excellent communication & interpersonal skills
· Excellent organisational & administrative skills
· Ability to work independently and as part of a team
· Ability to manage own workload; working across multiple projects with different deadlines
· Good IT skills
	· Familiarity with online meeting platforms like Zoom. 
· Clean driving license
· Ability to produce simple project budgets


	Experience

	· Equivalent of at least 1 year’s professional experience of project coordination & administration
· Experience of working on arts or community projects
	· Experience of processing DBS applications & child performance licenses
· Experience of delivering marketing activity
· Experience of theatre production / stage management
· Experience of developing fundraising applications

	Knowledge

	· Knowledge of theatre, health or community arts, particularly in the West Midlands region 

	· Knowledge of evaluation methodologies 
· Knowledge of safeguarding issues, particularly in relation to vulnerable young people.
· Knowledge of Arts Awards




Project Coordinator Recruitment – Process & Timescale 
Application Stage			Deadline: 5pm on Monday 2 November 2020
Full Applications, including submissions in any alternative formats (attaching audio recordings and/or anonymised CVs) must be emailed to jesspearson@womenandtheatre.co.uk

Shortlisting				W/c 2 Nov 2020; aim to notify candidates by Thurs 5 Nov 2020
W&T will shortlist applicants, scoring applications against the Job Description & Personal Specification.
Interview Stage:			Interview Dates: Wednesday 11 & Thursday 12 November 2020 
We aim to have 30 minute interviews via Zoom & will send out questions in advance to shortlisted candidates. If any interview candidates are unfamiliar with Zoom, we can arrange a ‘practice call’ in advance. 
On the interview day, there will also be a short practical task which will be timed to last no longer than 30 minutes.	

Job Application No. For Office Use Only		
Application Form
To assist us with our equal opportunities procedures you are asked to only include personal details and referees on this page, which will be separated from your application and not made available to the short-listing panel. The equal opportunities monitoring form will also not be made available to the short-listing panel.
Application: Alternative Formats: 
Questions 1 & 2 ask for details of your education and employment history including voluntary work/ work experience. This information can be added to this form or if preferred, we will accept a CV, provided personal information has been removed. 
Questions 3 & 4 ask about the qualities and experience you would bring to the post and why you are applying for it. Responses to these questions can be added to this form (Approximate 500 word limit on each) or submitted as an audio voice recording (Approximate 3 minute limit on each).
All documents and any audio files should be emailed no later than 12noon on Monday 9 November 2020 to jesspearson@womenandtheatre.co.uk. 


Personal Details:
Name:			
Address:
Telephone: 		
Email Address:		
	Do you have any unspent criminal convictions?		Yes  / No  (delete as appropriate)
How did you hear about this post? 	

Referees
Please provide details for two referees. These will not be contacted until after interview stages.
Referee 1: 
Name:
Organisation:
Telephone:
Email: 	

Referee 2: 
Name:
Organisation:
Telephone:
Email: 	

1. Education and Training
Please tell us about your educational qualifications; membership of any professional bodies and other training you have undertaken that you think may be relevant to this post. Please include dates and details of qualifications gained as appropriate.
Alternatively, as a response to this question, we will accept an attached CV provided personal information has been removed. 




















2. Employment Details & Relevant Work Experience & Voluntary Roles
Please provide details of previous employment, voluntary work and work experience. Please give dates and a brief description of the position held. Begin with the most recent.
Alternatively, as a response to this question, we will accept an attached CV provided personal information has been removed. 




































3. What qualities and experience would you bring to this post?
Please indicate your ability to meet the particular requirements of the job description and person specification. Approximate Word Limit: 500 Words. 
Alternatively, responses to this question can be submitted as an Audio Voice Recording (Approximately 3minutes). Please don’t include your name in the recording

 










































4. Why have you applied for this post?
Please summarise why you are interested in this post, what you hope to gain and how this opportunity will help you in the future. Approximate Word Limit: 500 Words. 
[bookmark: _GoBack]Alternatively, responses to this question can be submitted as an Audio Voice Recording (Approximately 3minutes). Please don’t include your name in the recording.
































PROJECT CO-ORDINATOR RECRUITMENT 
EQUAL OPPORTUNITIES MONITORING FORM
Women & Theatre are committed to equal opportunities and comply with all legal legislation including the Equalities Act (2010). We are resolved to avoid any form of direct or indirect discrimination in employment and staff management policies and practices.
W&T’s Equal Opportunities policy exists to ensure equality of opportunity and the elimination of discrimination on the grounds of workers’: gender, marital/civil partnership status, gender reassignment, disability, race, age, sexual orientation, religion/belief or lack of any religion/belief, or pregnancy/maternity plus needs of dependants and / or parenthood and to ensure that no job applicant is disadvantaged by conditions or requirements which cannot be shown to be justifiable. 
Effective monitoring is part of this commitment and will help us to identify areas of under-representation where positive action may be needed. Your co-operation in completing this form, and returning it with your application, would be greatly appreciated. 
Any information which you give will be treated as strictly confidential and this form will be separated from your application on arrival. Should you not wish to answer any of the following questions it will not affect your application in any way.
How would you describe your ethnic origin? Please tick one box.

White
□	English
□	Scottish
□	Welsh
□	Irish
□	Any Other White Background 

Mixed (dual heritage)
□	White & Black Caribbean
□	White & Black African
□	White & Asian
□	Any Other Mixed Background 


Asian or Asian British
□	Indian
□	Pakistani
□	Bangladeshi
□	Any Other Asian Background 

Black or Black British
□	Caribbean
□	African
□	Any Other Black Background 

Any other Ethnic Group
□	Chinese
□	Other, please describe:


How would you describe your gender? Please tick one box.
□ Male		□ Female		□ Other	
What is your age range?	
□ 18 - 24	    □ 25 - 34	     □ 35 - 44      □ 45 - 54	      □ 55 - 64	      □ 64+
Please tick if 
□ You have a disability, please describe: ………………………………………………
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