JOB DESCRIPTION 

TITLE:



Resident Performing Arts Facilitator & Coordinator


RESPONSIBLE TO:

Creative Development Manager
 

CONTRACT:


Fixed-term contract of up to 36 months


SALARY:
Hourly rate of approx £10.75p/h
Dedicated to inspiring creativity, Z-arts delivers a broad range of visual and performing arts events, performances, exhibitions, activities, workshops and participatory opportunities.  One of the most versatile cultural buildings in Greater Manchester, Z-arts has an excellent track record in engaging young people of all ages in creative participatory activities and is Manchester’s primary venue for children and families.

PURPOSE:

To plan and deliver creative dance and drama workshops to young participants, ensuring an excellent, efficient, safe and welcoming environment.
HOURS

The hours of the role are approx. 20 hours per week including evening and weekend work. 
Monday: 
11.00am – 7.00pm
Thursday: 
11.00am – 6.00pm

Saturday:
9.30am – 3.30pm 
MAIN AREAS OF RESPONSIBILITY:

	To work with the Creative Development Manager the creative team to plan the creative dance and drama sessions.

To create a workshop delivery programme that suits the needs and requirements of Z-arts young participants.
To manage, develop and maintain the 3 year long project plan including weekly workshops and schools holiday programme.

To support facilitation of the project at after-school activities. 

To develop and maintain regular positive communication with key partners to develop productive relationships throughout the project. 

To take the lead in engaging with children and young people from the local community, education partners and Manchester area to meet the recruitment targets.  

To organise facilitators, ambassadors and volunteers to ensure project outcomes are delivered. 

To work with Z-arts Marketing Manager to develop PR, promotional literature and events to promote project, including radio links. 

To co-ordinate the training programme for the project, including shadowing opportunities and working with partner organisations. 

To manage project related budgets.

To monitor the progress and outcomes of projects.

To maintain up to date databases of participants, facilitators and volunteers working on the project.

To manage the facilitators, trainee and volunteers working on the project. 

To work with the Creative Development Manager to develop external funding bids to continue the project. 

To act as an ambassador and in the best interest of Z-arts at all times.
Any other duties deemed relevant to the role by the Senior Management Team.  
To plan and prepare equipment and content for the session as required and communicating these needs to Creative Team.

To maintain regular feedback to the Creative Team with regards to the development of the workshops. 

To contribute to the evaluation process including the facilitating evaluation opportunities for participants of the Project and the completion of Z-arts evaluation and monitoring requirements as directed by the Creative Team.  

To work with the entire staff team to support and deliver Z-arts strategic and creative vision.
To understand, actively promote and adhere to Health & Safety legislation and Z-arts Centre’s Health and Safety policy.  

To adhere to all Z-arts policies and procedures including Safeguarding and Code of Conduct for working with Children. 



GENERAL INFORMATION:

To comply with legislation covering the activities at Z-arts, it is required that all staff undertakes training as directed by their line manager.  It is also essential that all staff carry out their duties in a safe manner in accordance with the current Health and Safety at Work legislation.  

This post involves working with children & young people and we will, therefore, ask you to agree to a DBS check. If you think this may affect you, please do not hesitate to contact Z-arts before applying.  

As an organisation committed to equality and diversity, we recognise and celebrate the many different cultures that make up our world, so we welcome enquiries of interest from everyone. 

All offers of employment at Z-arts are subject to receipt of references, proof of address and satisfactory security clearance. Under the Asylum and Immigration Act, we are required to check that anyone taking up employment with us has the legal right to work in the UK. All successful applicants will, therefore, be asked to provide us with documentary evidence to support their entitlement to work in the UK prior to taking up employment. 

PERSON SPECIFICATION:
The successful candidate will be able to demonstrate the following:

· Have completed training as a dance and drama instructor
· Experience of delivering high quality drama and dance workshops
· Experience of delivering creative projects for children and young people

· Experience of facilitating and coordinating volunteers and freelance artists

· Ability to manage project budgets 

· Experience of project management in a cultural context

· Able to demonstrate strong organisational skills and abilities

· Ability to meet deadlines and work under pressure

· Be an excellent communicator
· Demonstrate multi-disciplinary creative ability, across dance and drama  

· Experience of working in a small organised team 

· Maintain classroom interactions which are highly respectful and consistent, reflecting genuine warmth, caring and trust toward individuals and the diversity of Z-arts 

· Empower all members of the class which ensures high levels of inclusion are maintained in the spirit of genuine teamwork 

· Create an engaging classroom environment which represents a genuine culture for learning, with commitment to creativity 

· Demonstrate a passionate commitment to the performing arts  

· Manage behaviour in a proactive, subtle and preventive manner which is sensitive to individual student needs 

· Create a positive community of mutual respect and support

· Offer all students equal opportunities to learn and maintain an environment in which no student is exposed to discriminatory behaviour
· Ensure that students are highly engaged and empowered throughout the lesson 

· Seek ways to support successful learning for all students, making adjustments as needed to instruction plans and responding to student interests and questions 

· Use innovative, fun, and creative ways to use digital technologies

· Understand requirements to ensure and promote child protection and safeguarding
· Focus on making a difference and adding value to the students' learning in a fun way

· Communicate frequently and appropriately with families, successfully engaging them in the programme
Knowledge, Skills and Abilities 

· An excellent level of computer literacy, including Microsoft Office and other software packages 

· Experience of teaching pre-school to secondary aged children in a performing arts setting, in both dance and drama.
· Good level of ability in different drama techniques and in tap, ballet and street dance. 
· Excellent oral and written communication skills  

· Approachable and friendly manner 

· The ability to motivate and inspire individuals and/or groups 

· The ability to engage with participants of all ages and create an enjoyable learning environment

· A positive attitude towards making changes where necessary to improve efficiency and performance 

· The ability to prioritise workload with effective time management 

· A willingness to undertake additional duties aligned to the role and/or across the organisation
 
· The ability to work using initiative and create opportunities within the role 

