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Job Title:

Community Partnerships Assistant 
Department:
Projects
Status
:

Fixed Term (Part-time) until December 2021
Reports to:

Head of Community Partnerships
Supervisory responsibility: n/a
CONTEXT  

Opera North, established in 1978, is the award-winning national opera company in the north of England with a strong reputation for innovation and engagement.
With headquarters in Leeds the Company receives funding to tour across the country. The touring programme (in Yorkshire, the North West, the North East and the East Midlands) places us at the heart of our communities where we are unique in providing this service; no other single performing arts organisation offers the quality, quantity and breadth of opera and musical theatre provided on a regular basis. The Company also tours to other parts of the UK and internationally on an occasional basis.

The Company delivers an eclectic programme of opera performances, orchestral concerts, commissions, collaborations, cross art form work and education projects, engaging with approximately 230,000 people of all ages each year. 

Our mission is to:

· Excite, challenge and entertain our audiences by producing work of the highest    artistic standards.

· Deliver our work to the widest possible audience, acting as a resource for the communities in which we perform, and developing new audiences for our work.
· Expand the boundaries of opera and challenge peoples’ expectations through, for example, collaborations with other art forms, including film, dance and visual art.

MAIN PURPOSE OF THE JOB
To support the work of the Community Partnerships team at Opera North, which includes our ongoing work to engage with local community groups and organisations, our new citywide arts engagement project Arts Together, and our access work.
KEY RESPONSIBILITIES
Responsibilities to include but not limited to:
· Processing bookings for performances and events.
· Keeping the Arts Together website up-to-date.

· Co-ordinating day-to-day communications with partner arts and community organisations.

· Arranging and minuting meetings with partner arts and community organisations.
· Distributing newsletters.

· Ensuring that the department’s databases are kept up-to-date.

· Responding to general queries about the department’s projects.
· Assisting with the smooth running of events, workshops and projects.
· Welcoming guests and assisting at events, workshops and performances.

· Carrying out any other administrative tasks as needed.
ADDITIONAL RESPONSIBILITIES

· Any other duties as may reasonably be required within the level and scope of the post. 

· Ensuring the highest standards of professional performance are maintained.

· Supporting and wherever possible contributing to equality, diversity and inclusion within the organisation.

· Taking reasonable care of your own health and safety and that of any person who may be affected by your acts or omissions, including following Opera North health and safety procedures and co-operating with the organisation on health and safety issues. 

· Participating in arrangements for performance review and appraisal.

· Ensuring that professional skills are regularly updated through participation in learning and development activities.

PERSON SPECIFICATION 
All employees are expected to provide proof of their right to work in the UK before or on their first day of employment.
	Education & Training
	Essential/

Desirable
	Assessed by

	Educated to at least GCSE Grade C level (or equivalent) in English Language and Mathematics 
	Essential
	Application

	Qualifications in subject areas which reflect

a vocational interest in the arts
	Essential
	Application

	Experience and Knowledge
	
	

	Computer literate
	Essential
	Application

	Experience of handling telephone calls
	Essential
	Application

	Knowledge of the arts
	Essential
	Application

	Experience of working with communities that might usually have barriers to engaging with the arts
	Desirable
	Application

	Experience of updating websites
	Desirable
	Application

	Knowledge of Spektrix booking system or other Box Office system
	Desirable
	Application

	Cash handling
	Desirable
	Application

	Person Specification
	
	

	A demonstrable and passionate commitment to arts engagement
	Essential
	Interview

	Ability to remain calm under pressure 
	Essential
	Interview

	Highly organised
	Essential
	Interview

	Communication skills
	Essential
	Interview

	Problem-solving
	Essential
	Interview

	Collaborative working 
	Essential
	Interview

	Enthusiasm and receptiveness to change
	Essential
	Interview

	Punctuality and reliability
	Essential
	References

	Attention to detail
	Essential
	Interview

	Ability to reflect on own professional performance
	Essential
	Interview

	Initiative
	Essential
	Interview

	Remaining positive in difficult situations 
	Essential
	Interview

	An awareness of diversity and how it relates to the role
	Essential
	Interview

	Commitment to Continuous Professional Development 
	Essential
	Interview

	Special Features
	
	

	Flexibility to work weekends and evenings where required 
	Essential
	Interview

	Personal knowledge of communities that might usually have barriers to engaging with the arts
	Desirable
	Application / Interview


TERMS AND CONDITIONS
Salary:

£19,000 pro rata per annum (£7,600 actual salary) 
Hours of work:  
14 hours (2 days) per week to be worked flexibly. Occasional evening and weekend work will be required for which time off in lieu will be given. 
Type of contract:
Fixed term until December 2021
Normal place of work: 
Opera North, Leeds City Centre
Notice period:
One month
Holiday entitlement:
33 days inclusive of 8 statutory holidays per year pro rata. 
Pension:
Opera North will automatically enrol you into the company pension scheme upon appointment and after 3 months’ service will contribute equivalent to 5.5% of your basic pay, should you meet the current legislative criteria. You will be required to make a personal contribution of 2.5% of your basic pay.   We reserve the right to make future changes to our pension arrangements.

DBS:
This post is subject to an enhanced DBS check 
