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	Position:
	CREATE Performance Arts Coordinator

	Hours:

	30hrs per week
Some Evening work required

	Salary:
	£22,968 Pro Rata (£18376.80)

	Responsible to:
	Creative Learning Development Manager 

	Responsible for:
	Music Hub Worker/Freelancers/Interns/Sessional Staff


	CORE FUNCTION:

	To co-ordinate and provide inclusive Participatory Performance Arts projects within PEEK’s CREATE programme,  through which children, young people and communities will have fun, stay safe, be inspired, make friends, learn, be creative and thrive. 


	DUTIES:

	Development and Delivery

	· Develop, Co-ordinate, Organise and Facilitate a range of participatory creative learning activities and events for children and young people aged 5-25 years, promoting the involvement of the participants as young artists
· Develop, Coordinate and Deliver the Children’s & Junior Theatre programme

· Develop, Coordinate and Deliver a participatory arts based Holiday Club programme
· Coordinate and Support the Youth Theatre programme

· Oversee the delivery of the Music Hub programme

· Coordinate a range of trips and experiences for children and young people to explore live performance experiences

· Support Children and Young People to achieve Arts Award:

· Advise on, moderate and submit all awards
· Make sure that safety procedures are followed conforming to the organisations:

· Child Protection, Health & Safety, and other relevant policies

· Complete any appropriate reports e.g. accident / incident forms

· Complete all quarterly Risk Assessment including risk benefit for all creative learning activities, events, trips
· Supervise children/young people  at all times promoting positive behaviour  

· Plan and Implement activities suitable to the age, physical, emotional and social ability of all the children participating.
· Develop positive relationships with children, young people and their families, signposting them to external support and opportunities as and when they arise or are needed.

	Line Management

	· Line Manage part time staff, freelancers, interns and volunteers:
· Recruit and provide induction training

· Carry out informal check ins and formal Support and Supervision sessions
· Monitor staff performance and practice and take steps to implement the organisation’s disciplinary procedures when and where required.



	Representation & Partnership Working 

	· Maintain partnerships ensuring positive relationships with all concerned
· Contribute to ensuring PEEK and the CREATE programme is publicised positively and pro-actively through a range of media including local and national press, social media and other relevant forms of publicity

	Operational Planning 

	· Contribute to and deliver the operational workplan for the CREATE Programme, reviewing it on a quarterly basis reporting on achievements of targets and outcomes to the Creative Learning Development Manager.

	Monitoring & Evaluation 

	· Maintain an effective monitoring and evaluation system for CREATE that evidences the projects outputs, outcomes and targets and report on progress, in writing and verbally, on a regular basis. 

· Conduct face to face parent  and child surveys/questionnaires

· Encourage children to help plan and choose the kinds of activities that they would like to do enabling them to experiment and learn about themselves and the world around them while allowing them to experiment and take risks within the safety of the project.
· Update statistics to Database
· Contribute to the Quarterly Operational Report highlighting operational progress v strategic aims and including case studies which will be used for funding reports.

	Finance & Funding 

	·  Work within the  Project/Programme Budgets:

· Order and source materials 
· Make small grants applications

	Other

	•
Participate in appraisal and supervision, attend internal team meetings, including those of the Board and its Sub Groups as requested and attend any training identified as relevant.

•
Ensure that confidentiality is maintained at all times working within the policies of the organisation.

•
Carry out any duties as may be reasonably requested by the Creative Learning Development   Manager/CEO. 
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