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.
