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	STAN’S CAFE - ADMINISTRATOR JOB DESCRIPTION (maternity cover)      (Salary £19-21k PA)

	Reports to: Executive Producer

Key relationships: Artistic Director, Associate Director, Creative Learning Manager and Associate Artists. 

Base: Stan’s Cafe office @ A E Harris, 110 Northwood Street, Jewellery Quarter, Birmingham, B3 1SZ
Dates: This is a maternity cover position, to start mid-late January 2016 for at least 10 months. 
Hours: This is a full time post. Normal office hours are Monday to Friday, 9.30am-5.30pm. Some evening and weekend work will be required, for which overtime is not paid but TOIL (time off in lieu) can be taken.
To apply: Submit a CV and cover letter explaining why you are suitable for the role to Roisin Caffrey at roisin@stanscafe.co.uk. Closing date: midday Friday 11 December. Interviews will be held in week commencing 14 December.

	Stan’s Cafe is an internationally acclaimed theatre company with a penchant for creating inventive and mind-stretching productions using a variety of art forms. The company has been devising and touring highly original theatre around the world from its base in Birmingham since 1991.
Along with a core of long term collaborators and associated artists, Artistic Director James Yarker experiments with theatrical techniques to create a catalogue of work as vast in its subject matter as its number. Stan’s Cafe’s works include the thought-provoking and overwhelming Of All The People In All The World, the exhilarating study of power The Cleansing of Constance Brown and the sci-fi docudrama Home of the Wriggler.
In 2016 Stan’s Cafe will embark on a number of projects, including premiering a new touring production, international presentations, a series of activities to celebrate our 25th anniversary and a busy Creative Learning programme. We are looking for an excellent administrator to join the team to support the work of the company in this busy and exciting period.

“a company of real artistic innovators who always have new things to say and new ways of saying them”

Lyn Gardner, The Guardian



	Purpose of role

To provide effective day to day administration of the company’s activities and support the organisational development of the company, with the Artistic Director and Executive Producer.

	Main duties and responsibilities
To be responsible for the administration of the artistic programme and project co-ordination and the implementation of marketing and fundraising strategies.  To act as bookkeeper. The post holder will have a key responsibility for the management of the @AE Harris venue and the development of the office. They will also be responsible for the administrative systems and ways of working to support the effective working of the company.

	
	

	PRODUCTION AND PARTNERSHIP DEVELOPMENT
	To support the EP in the contractual, administrative and financial negotiations with commissioners and partner venues.
To issue contracts to support the artistic programme and ensure that all requirements are met by both venue and company.
To manage all travel arrangements for the company, including visa logistics and carnets.

With the AD and EP to ensure regular communication with partners, venues and festivals nationally and internationally.
To support the Creative Learning Manager in contractual, administrative and financial negotiations with schools and education partners.  To be responsible for the issuing of invoices and payment of fees.
To maintain the company schedule and artistic plan, identifying any clashes and raising issues that may inhibit the capacity of the company to deliver.


	
	

	FINANCE
	To develop and administer effective systems of financial administration - including bookkeeping, payroll, petty cash, invoicing and payments, using Sage.
To monitor budgets, debtors and creditors.

To maintain effective systems for managing income, expenditure and cash flow on a daily basis.

To bring to the immediate attention of the EP or AD cash flow or financial concerns.
To support the EP in the production of financial reports for funders and the Board.


	
	

	OPERATIONAL
	To be the first point of contact for public enquiries including managing info@stanscafe.co.uk address.

To promote @AE Harris as a venue available for hire by local theatre companies and to manage events at @AE Harris including staffing and front of house.

To develop systems and processes for  - finance, HR, general office systems etc to ensure they are fit for purpose and support the efficient working of the company.
To monitor company activities against its Risk Analysis Framework and report concerns to EP/AD or the Board. 
To ensure the company's IT systems and software are fit for purpose.
To manage the premises @AE. Harris, ensuring the company meets the obligations of the lease, repairs and maintenance, insurance, security etc. 
Support EP / AD and Creative Learning Manager in ensuring that the company’s Child Protection Policies; Health and Safety and Equal Opportunities Policies are followed, alerting them and/or the Board if they are not.

Support the EP and AD ensuring the company meets its legal, statutory and contractual obligations including:

· Being appropriately insured for all activities

· Compliance with Health and Safety regulations

· Regular reports to Companies House 



	
	

	GOVERNANCE
	Work in collaboration with EP to advise the board so it is equipped to discharge its responsibilities and to comply with all relevant legislation.

To work closely with the office of the Company Secretary to ensure that all requirements are met including making annual returns to companies house and other statutory bodies.

In consultation with the Chair, AD and EP, to schedule business, prepare agendas and make arrangements for the recording and distribution of all meetings of the Board and sub-committees.

To attend regular Board and sub-committee meetings as required


	
	

	FUNDRAISING
	With the EP, to attend meetings with officers of funding organisations, as necessary, to discuss practical and reporting arrangements and to co-ordinate and monitor major grant applications.

With the EP to research and support the submission of funding applications to corporate donors/sponsors, trusts and foundations and to co-ordinate the delivery of the individual giving strategy. 



	
	

	MARKETING AND AUDIENCE DEVELOPMENT
	To develop with the AD and EP the company's digital presence in order to reach the widest audience.

To lead on the implementation of marketing campaigns for all the company's activities.

To co-ordinate the creation and dissemination of all marketing and promotional materials.

To develop and implement an approach to audience research to include various forms of data collection and analysis.
To maintain a database of press/supporters/venues etc.

To be responsible for the archiving of performance and production material.


	
	

	PERSONNEL AND HR
	To support HR policies and procedures.

To co-ordinate all recruitment activities, ensuring that recruitment and selection procedures comply with current legislation and follow good practise and that appropriate contracts are issued to members of the company.

To ensure that appropriate mechanisms are in place for the health and safety and welfare of the company.

To maintain personnel records in accordance with the provisions of the Data Protection Act.



	Other
	Other duties that may from time to time be required to support the company.


	STAN’S CAFE - ADMINISTRATOR PERSON SPECIFICATION 

	

	Essential
	Desirable

	EXPERIENCE
	

	Experience of an administrative role within an organisation.
	An interest in the arts.

	Experience of financial administration.
	Experience of submitting and monitoring fundraising applications.

	Experience of running effective administrative systems.
	Experience of implementing marketing, audience development and digital strategies.

	Experience of a variety of IT systems, ideally including an accounts package (SAGE preferable).
	Building and events management.

	Experience of issuing and managing contracts.
	Working with Boards of voluntary organisations.

	Experience of data collection and analysis.
	Experience of company management.

	
	

	KNOWLEDGE AND SKILLS
	

	Excellent communication and presentation skills.
	Knowledge of a variety of digital technologies.

	Ability to build and maintain good relationships with the team and external stakeholders at all levels.
	Experience of submitting PAYE and VAT returns.

	Financial administration skills.
	

	Ability to work as a member of a team and independently.
	

	Ability to manage multiple demands on time and prioritise in a busy environment.
	

	A practical problem solver with a can-do attitude.
	

	Absolute attention to detail and administrative accuracy.
	

	Other – will require some weekend and evening work.
	



