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JOB DESCRIPTION 
TITLE: Children in Need Coordinator



RESPONSIBLE TO:
Creative Development Manager
 
Salary: £9 per hour (freelance rate.  If employed through payroll this figure includes Employers NI)
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 a new ambition to become Manchester’s primary venue for children and families.

PURPOSE
To manage all aspects of Z-arts Children in Need project including planning, delivery, monitoring and evaluation. 

HOURS
15 hours for 39 weeks per year x 3 years 
This post requires a flexible approach to your hours of work to meet the needs of the business, to include working evenings and weekends as required.

MAIN AREAS OF RESPONSIBILITY
1. To manage, develop and maintain the 3 year long project plan including weekly workshops and schools holiday programme.

2. To support facilitation of the project at after-school activities. 
3. To develop and maintain regular positive communication with key partners to develop productive relationships throughout the project. 

4. 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.  

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

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

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

8. To manage project related budgets.

9. To monitor the progress and outcomes of projects.

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

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

13. To act as an ambassador and in the best interest of Z-arts at all times.
14. To work with the entire staff team to support and deliver Z-arts strategic and creative vision.
15. To adhere to all Z-arts policies and procedures, including understanding and actively promoting Health & Safety legislation and Z-arts Health and Safety policy and Safeguarding Policy .

16. Any other duties deemed relevant to the role by the Senior Management Team.  
GENERAL INFORMATION
To comply with legislation covering the activities at Z-arts, it is required that all staff undertake 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.  
PERSON SPECIFICATION
Key - Assessment Criteria 

(A)      Application Form

(I)       Interview
1. Experience of working in a similar role (A/I)

2. Experience of delivering creative projects for children and young people
3. Experience of facilitating and coordinating volunteers and freelance artists

4. Ability to manage project budgets (A/I)

5. Experience of project management in a cultural context (A/I)

6. Able to demonstrate strong organisational skills and abilities (A/I)

7. Ability to meet deadlines and work under pressure (A/I)

8. Ability to work co-operatively as part of a small team (A/I)

9. Able to demonstrate strong  communication and interpersonal skills, both verbal and written (A/I)

10. Able to demonstrate a track record of delivering work that engages with young people from a diverse range of communities (A/I)

11. Self motivated and enthusiastic about your work (A/I)

12. Ability to work on own initiative (A/I)

13. To have a good track record for attendance and time keeping (I) 
14. Able to be flexible with regard to hours of work and work outside normal office hours as required 
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