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Recruitment Information

Post:


Administrator
Office Base:

Stafford
Salary:


£20,000 (pro rata) 

Hours:


3 days (22 hours) per week 
Contract:

Fixed term contract to 31st March 2011
(potential to extend contract subject to funding)
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If you have any questions regarding this position you would like to discuss prior to applying, please feel free to contact:
Liz Muge

Chief Executive Officer

Email: liz.muge@staffordshire.gov.uk

Tel:
01785 278289
Administrator – Make Some Noise

Staffordshire and Stoke-on-Trent Youth Music Action Zone

Salary:

£20,000 (pro rata) 
Hours:

3 days (22 hours) per week - Fixed term contract to 31st March 2011 in the first instance (extension subject to future funding arrangements)

Make Some Noise’s vision is that the lives of children and young people in Staffordshire and Stoke-on-Trent will be significantly enhanced by high quality opportunities to make music.   Make Some Noise believes music inspires young people, and for many is also a catalyst for positive change.  We explore innovative approaches that work towards better access to music for young people.

Make Some Noise is seeking to appoint an experienced and skilled Administrator.  This is a fantastic opportunity for someone with relevant experience to support this innovative and creative organisation moving forward.

The successful applicant will be able to take responsibility for the administrative functions of the organisation including the day to day financial processing, collection and analysis of monitoring and evaluation data, the administration of contracts and service level agreements and the maintenance of company policies and procedures. 
For more information on the post please contact Liz Muge, Chief Executive Officer on 01785 278289 or liz.muge@staffordshire.gov.uk

Visit www.make-some.noise.com for more information and an application pack.

Please note that for the right candidate this post could also be considered as a secondment. 

The closing date for applications is Thursday 27th May 2010. Interviews will be held on Thursday 3rd June 2010.
About Make Some Noise

Make Some Noise’s vision is that the lives of children and young people in Staffordshire and Stoke-on-Trent will be significantly enhanced by high quality opportunities to make music.   Make Some Noise believes music inspires young people, and for many is also a catalyst for positive change.  We explore innovative approaches that work towards better access to music for young people.

Our core business falls into three categories:

Music Making: We make it happen.  Since 2001 we have worked with over 15,000 children and young people to make music of many styles.  Make Some Noise manages or commissions experienced music leaders to work in a wide range of settings for example with babies and toddlers, with challenging or excluded young people, with families, in schools or theatres, in youth or community venues.

Leadership: We support our music leaders to develop their musical and workshop skills, through training and advice, so they can offer the highest quality music experiences to young people.  We also help young musicians to get started in sharing their leading skills.

Information and Advocacy:  We want these opportunities to be sustainable, so we work to convince all our partners of the benefits and impact that music making can have on the children and young people they work with, and to raise funds for future work.  Our work helps to achieve the government’s Every Child Matters outcomes.

Make Some Noise is a limited company and registered charity, and is one of 21 Youth Music Action Zones set up across England and Wales since 200, by Youth Music, a national charity that supports music-making for young people, particularly in areas of social and economic need.

Background

Make Some Noise was established in 2001 and managed for the first 8 years by a consortium of partners led by Staffordshire County Council.  In 2007 we began a process of organisational development including detailed evaluation, consultation and business planning that culminated in the organisation launching as an independent charity and company limited by guarantee in April 2009.

Following this restructure Make Some Noise is now governed by an independent Board of 11 Trustees and managed by a staff team comprising of:

Chief Executive Officer (0.6 fte)

Programmes and Marketing Manager (1.0 fte)

Youth Liaison Officer (0.5 fte)

Post of Administrator
This new post is a vital addition to our small team and pivotal in the smooth running of the organisation.  This post will take on a general administrative function for the company including taking responsibility for the day to day financial processing, collection and analysis of monitoring and evaluation data, the administration of contracts and service level agreements and the maintenance of company policies and procedures.  
Person Specification and Job Description

Organisation:

Make Some Noise West Midlands Ltd

Job title: 


Administrator

Responsible to: 

CEO

Scale:


3 days at £20,000 pro rata 
Duration:


Contract until March 31st 2011, extension subject to funding
Purpose of post: 
To be responsible for the day to day financial and administrative operation of the company





To implement operational policies and procedures such as monitoring and evaluation and contracting

Person Specification: 
	Essential:
	Measured by:

	1. A dynamic completer/finisher with the ability to self start and manage own workload
	A, I



	2. The knowledge, attention to detail and skills to utilize and maintain the Company’s financial management systems (SAGE)
	A, I, IE

	3. Excellent administrative skills including financial management and organisational skills.
	A, I, IE

	4. The ability to work as a flexible and collaborative member of a small staff team and with the Company’s freelancers and sessional staff
	A, I

	5. The capability to apply the Company’s policies and procedures
	A, I

	6. Ability to relate effectively to all the Company’s customers particularly, music leaders, partner organisations and funding bodies
	A, I

	7. Experience of Microsoft software particularly excel and access.
	A, I, IE

	Desirable:
	

	8.   A wide-ranging enthusiasm for music, and broad interests in the arts and young people’s culture  
	A, I

	9. Interest in working in a service which deals with children and young  

    people
	A, I


NB: A = Application, I = Interview, IE = Interview Exercise

Please note this post is subject to an enhanced level CRB disclosure

Key Accountabilities:

· To assist in the financial and operational health of the company by providing excellent financial and administrative support

· To ensure best practice by maintaining company policy and procedures 

Key responsibilities: 
Internal management: 

1. To maintain operational systems including monitoring and evaluation and preparation of project data for reporting to partners and funders.  

2. To produce and monitor contracts and service agreements.

3. To take responsibility for the day to day administrative and financial functions of the organisation including the monitoring of cashflow under the supervision of the CEO

4. To assist the CEO in creating yearly organisational budgets

5. To provide administrative support to the Make Some Noise team

6. To assist with the implementation and regular review of appropriate policies (e.g. health and safety, child protection, equal opportunities, diversity, employment policies) relating to the Company’s legal responsibilities.  

7. To assist with recruitment processes and associated paperwork to ensure it complies with current legislation and fulfils Company objectives and policies.

8. To assist with the development and updating of the Make Some Noise employee handbook containing policies, procedures, terms of employment in line with current legislation

External relations: 
9. To assist the CEO as required in relationships with funders, especially finance, HR and operations staff, and in external liaison

Partnerships and fund-raising: 

10. To implement and monitor contracts and service agreements. 

Project activity: 

11. To advise and support music leaders in all aspects of the Company’s reporting and monitoring procedures

12. To ensure accurate, needs-based communication and exchange of information within the team.

General: 

13. To facilitate the operation of the Company in line with its core vision, mission and activities 

14. To deputise for other members of the Make Some Noise team as appropriate

15. To work in a flexible manner to carry out any other duties as may be required by the CEO and be reasonable and necessary for the proper conduct of the Company’s business. 

We offer:

A competitive package which includes:

· Flexible working arrangements

· 22 hours per week for an initial period up to 31st March 2011 with the potential to extend the contract subject to funding

· 24 days holiday pro rata plus statutory bank holidays

· Salary of £20,000 pro rata 
· 6% employer contributions into private pension schemes

· A commitment to your continuing professional development

How to apply
Please send a covering letter, your CV and completed application form (copy at the end of this information pack) by email to liz.muge@staffordshire.gov.uk Please note applications can only be received by e-mail.
Applications to be returned before 5.30pm on Thursday 27th May 2010. 

Interviews on Thursday 3rd June in Stafford.
Equal Opportunities Policy Statement

It is our intention to provide equal opportunities for employment and in all matters with regard to the services which we provide.  We will deal with all persons, whether members of staff, volunteers, trustees, contracted freelance workers or clients or other people with whom we have contact, with the same attention, courtesy and consideration, regardless of race, colour, ethnic or national origin, sex, religion, disability, sexual orientation or age.
Application Form
By completing and submitting this application form and any related documents you are consenting to us processing such data for personnel management and administrative purposes in accordance with Data Protection legislation.

	Position applied for:





1. Personal details

Please only provide information for where we are free to contact you.

	Your name


	

	Address
	

	Post code


	

	Telephones
	

	Email
	

	Do you hold a full driving licence?              


	Yes / No



	Do you have daily use of a vehicle?          


	Yes / No



	National Insurance No.


	

	Date of Birth


	

	Do you consider yourself to have a disability?     


	Yes / No



	If you have a disability are there any arrangements which we can make for you if you are called for interview?                                                                       Yes / No



	If yes, please outline your requirements:




2. References

	Please list two people whom we may approach for professional references. One of these should be your current or most recent employer

	Name:
	

	Position:
	

	Organisation:
	

	Address:
	

	Telephone:
	

	Email:
	

	May we contact this referee before interview?
	Yes / No


	Name:
	

	Position:
	

	Organisation:
	

	Address:
	

	Telephone:
	

	Email:
	

	May we contact this referee before interview?
	Yes / No


Make Some Noise reserves the right to take up references, after an offer has been accepted, with any or all of your previous employers.

3. Experience

	Present employment

	Job title
	

	Employer
	

	Address


	

	Contact person
	

	Telephone
	

	Date appointed
	

	Reason for seeking other employment
	

	Duties and achievements
	

	Present salary or fee income
	

	Notice required – if applicable

	

	Have you ever been subject to Disciplinary Proceedings?  Yes / No

	If yes, please indicate the outcome




4. Previous employment – If necessary please provide details of additional employers on a separate sheet
	Employer name and address


	

	Dates


	

	Duties and achievements


	

	Employer name and address


	

	Dates


	

	Duties and achievements


	

	Employer name and address


	

	Dates


	

	Duties and achievements


	


5. Sickness Absence Details
	Please note that in accordance with the Data Protection Act 1998, all sensitive personal information given will be used in connection with this application process only.  Please give details of sickness absence during the last 24 months.



	Number of days:
	

	Number of periods:
	

	Reason(s) for Absence(s)




Please note that for the successful candidate the information supplied regarding sickness absence will be verified with their previous employer.
6. Qualifications and training

	Education
	Please list your relevant educational details

	
	

	Training
	Please list your relevant training details

	
	

	Qualifications
	Please list your relevant qualifications

	
	


7. Supporting information

	Please tell us, referring to the person specification and job description, why you believe you are a suitable candidate for this position. Use extra sheets if necessary.

	


	


	Are you eligible to work in the UK?

All applicants may be asked to produce relevant documentation
        
	YES / NO



	Enhanced Level CRB Disclosure

This post will be subject to an enhanced level CRB Disclosure


8. Declaration
	Signature
	
	Date
	

	When completed please return this form to:
	liz.muge@staffordshire.gov.uk



Please note that to knowingly provide false or deliberately misleading information may lead to disciplinary action being taken, up to and including dismissal, at any time after an appointment is made.
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