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Part-Time Project Support and Administration Worker for Art in the Park (Sheffield)

Dear applicant

Thank you for your interest in the post above. This application pack contains the job description, person specification for the job and a personal profile form. 

To apply for the job, return the completed personal profile form along with a letter explaining why you would like the job and why you think you are suitable. 

Your letter should refer to how you meet each requirement of the person specification. Please use relevant and specific examples to demonstrate this. Invitation to interview for the post will depend on how well you meet the set criteria.

The closing date for applications is midday on Monday 24th September. If your application is short-listed, you will be contacted for an interview week beginning Monday 24th September. If you have not heard from Art in the Park by this date, your application will have been unsuccessful. Interviews will be held the week beginning October 1st. If you are successful in gaining the post, we would like you to start as soon as possible after this date.

It is possible that the hours required may change, depending on our funding situation, but we will inform you of any changes prior to the interview date.

Please return your letter and personal profile form to

Art in the Park (Sheffield)

Crookesmoor Training Centre

145 Crookesmoor Road

Sheffield

S6 3FP

Mark your envelope "Confidential". Please note that we cannot accept applications by email or fax.

If you would like an informal chat about the job, please telephone Roanna at the Art in the Park office on 0114 2686813.

We look forward to receiving your completed application.

Roanna Heller

Project Manager, Art in the Park (Sheffield)
Person Specification
Project Support and Administration Worker for Art in the Park (Sheffield)
These requirements should be read in connection with the job description for the post.

Essential:

1. Experience of work in the voluntary sector. 

2. Experience of working under your own initiative and managing your time productively.

3. Basic book-keeping or financial record keeping skills.
4. Experience of working as part of a team.

5. Experience of administration work in an office environment.

6. Computer skills: Good working knowledge of Microsoft Office, internet, email 

7. Ability to communicate clearly, both orally and written, and in a variety of styles and to different audiences.

8. Understanding of and commitment to working within an equal opportunities framework.

9. Ability to work some weekends and evenings.

Desirable

1. Web-design and maintenance skills.

2. Familiarity with the areas of Upperthorpe, Netherthorpe and Langsett.

3. Knowledge of the work of Art in the Park.

4. Interest in and/or experience of work in the environment and arts sector

5. Experience of supporting community events.

6. Experience of working with volunteers.
7. Competence in poster design using Photoshop.
8. Competence in Quickbooks

9. Own transport or access to a vehicle and a full driving licence.
Job Description
Project Support and Administration Worker for Art in the Park (Sheffield)
Location: Art in the Park office and at various others sites

Managed by: The Project Manager
Hours of work: 17.5 hours per week (4 weeks paid holiday per year)

Will include some evenings and weekends.

Salary: £18525 pro rata (NJC Scale 4)
Purpose of the job: To support the work of Art in the Park including administrative support.
Main duties and responsibilities

1. Providing administration for Art in the Park (Sheffield) including:

· dealing with incoming communication by post, email and phone.

· filing and archiving

· maintaining systems and supplies necessary for an efficient office

2. Supporting the delivery of Art in the Park events.

3. Supporting the project worker with the recruitment, induction and ongoing support of volunteers.

4. Supporting the project worker with publicity and outreach.

5. Supporting the project worker with organising volunteer training courses, trips and events.

6. Supporting monthly volunteer meetings and board meetings as necessary

7. Purchasing materials

8. Keeping records and evidence of spending and book-keeping
9. Working in line with policies and procedures and contributing to their development where appropriate
10. Ensuring a safe and secure environment

11. Undergoing training as necessary to ensure the above

Any other duties reasonably required at the salary level, as directed by the Project Manager.
Personal Profile Form (PSAW)
1. Personal Details

Title: ____   First name: ___________________ Surname: __________________

Phone No: ______________________________________

Email: ________________________________________

Address: ___________________________________________________________________

___________________________________________________________________

2. Education, qualifications and training  

Please enter details of relevant education, qualifications or training courses attended

	Dates
	Details of Qualification/Training
	Name of Organisation

	
	
	


3. Work Experience

Please give details of relevant work experience.

Please include all work with young people (this is required for our Child Protection Policy)

	Dates
	Employer
	Job Title
	Roles and Responsibilities

	
	
	
	


4. Rehabilitation of Offenders Act 1974 

Art in the Park work may involve unsupervised contact with children or vulnerable adults. This means that your role is exempted under this Act. Therefore applicants must provide details of any spend and unspent criminal convictions, cautions, reprimands or final warnings. The engagement of the successful applicant will be dependent on a satisfactory Criminal Records Bureau check.

Have you any spent or unspent criminal convictions, cautions, reprimands or final warnings?

No

Yes


If yes, please give details on a separate sheet.
5. Asylum and Immigration Act 1996 

Are you required to have a UK work visa/permit?

No

Yes



If so, do you have a valid work visa/permit?


No

Yes

If yes, when does it expire? ______________________________________

6. Referees

Please provide the names and addresses of two people who have agreed to provide you with a reference. Referees should not be related to you. 

Name:  _____________________________________________________________

Address:  ___________________________________________________________

Phone number:  _______________________________

How do you know them?  ______________________________________________

May we contact this referee before the post is offered to you? Yes/ No

Name:  _____________________________________________________________

Address:  ____________________________________________________________

Phone number:  _______________________________

How do you know them?  _______________________________________________

May we contact this referee before the post is offered to you? Yes/ No

7. Declaration – I certify that the details given here are true to the best of my knowledge. Signed: ___________________________     Date:  ____________

Equal Opportunities Policy

Art in the Park is committed to Equal Opportunities & Diversity. We have devised this form to monitor the effectiveness of our equal opportunities policy.  This form will be used for monitoring purposes only and any information you wish to provide is entirely voluntary. On return, this form will be separated from your job application form and not seen by anyone involved in the selection procedure.

1. Are you?
Male



Female 

2. Ethnic Background?

White British

 Black: African                 Arabic                Kurdish

White Irish                Black: Caribbean
       Somali                Bangladeshi

White Other

 Black: Other

       Yemeni               Multiple / Dual Heritage

Chinese

 Indian                            Pakistani             

Asian British 
            Black British         

Other (please specify) _______________            Do Not Wish to Say       

3. Age:   18-24                      25-40

40-60

    60+   

4. Do you consider yourself to have a disability? If so please specify

5. Do you have any dependants (i.e. children)?
Yes

No
Art in the Park (Sheffield) is a limited company registered in England (5803846) and a registered charity (1116631).

Our registered office is: 

Crookesmoor Training Centre, 145 Crookesmoor Road, Sheffield, S6 3FP
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