Andersonstown Traditional & Contemporary Music School

Westcourt Centre, 8-30 Barrack Street, Belfast, BT12 4AH          Tel / Fax:  (028) 90 434894

JOB DESCRIPTION

Title of Post:
Programme Co-ordinator
Responsible to:

A.T.C.M.S Board of Directors
Reports to:


School Manager

Location:
Based at Westcourt Centre, Barrack St, Belfast. This post will require travel throughout the Greater Belfast area.
Hours of Work:
37.5 hours per week.  This post will require evening & weekend work.
Salary:
£19,732 pa

Tenure:
Permanent
Annual Leave Entitlement:
21 days p.a., increasing one additional day p.a. to a maximum of 30 days, plus 11 statutory days.
Pension Scheme:
Contributory Pension Scheme
Job Purpose
The Programme Co-ordinator will support the programme of activities of a well-established music school, which provides modern and traditional music tuition for all ages in various locations throughout Belfast. Building on established models of delivery, the post holder will be responsible for co-ordinating the daily operational implementation of the programme of activities in line with the School’s objectives.
Principal Responsibilities & Duties
1. To co-ordinate the operational delivery, maintenance and development of ATCMS programme of activities.
2. To co-ordinate & conduct ATCMS Recruitment, Supervision, Training & Development Policy and procedures in relation to Tutors and Tutor bank.
3. To co-ordinate the operational delivery and development of ATCMS Syllabus structure and Examination requirements.
4. To co-ordinate and actively participate in the Monitoring and Evaluation processes in accordance with ATCMS and Funder requirements.
5. To provide timely and regular reports / updates for staff members, line management and Board of Directors, as required.
6. To co-ordinate and actively participate in the production and distribution of publicity and marketing materials relative to ATCMS programme of activities.
General
7. To carry out all duties in compliance with ATCMS Policies and Procedures and statutory obligations.
8. To maintain appropriate and accurate records in accordance with ATCMS requirements.
9. To treat those with whom they come into contact with through ATCMS in a courteous and respectful manner.
10. To demonstrate their commitment to ATCMS by their regular attendance and the efficient completion of all tasks allocated to them.
11. To undertake other duties, as required.
This Job Description is neither exhaustive nor exclusive and may be reviewed and amended in the future to include any other reasonable duties, projects or tasks as may be requested by management from time to time and to reflect changing organisational requirements, changing staff levels, etc.
Andersonstown Traditional & Contemporary Music School

Westcourt Centre, 8-30 Barrack Street, Belfast, BT12 4AH         Tel / Fax:  (028) 90 434894

Programme Co-ordinator – Personnel Specification
Qualifications
	Essential
	Desirable

	A minimum of 5 GCSEs or equivalents (Grade C or above and inclusive of English Language and Mathematics)
3 years practical experience of Project Development, Administration and Delivery
	A 3rd Level Qualification in a relevant discipline


Experience
	Essential
	Desirable

	Demonstrable practical experience of planning events, projects and activities
Minimum of 1 years’ experience of supervision of staff, freelance staff or volunteers
Experience of using email, internet, word processing, databases and spreadsheet packages accurately and with good attention to detail
	Experience of using social media for promotion, publicity and information purposes in a professional capacity
Experience of working in the community and voluntary sector in NI


Knowledge & Skills
	Essential
	Desirable

	Well organised with the ability to plan own workload and manage multiple priorities

Knowledge of coaching and mentoring techniques

Knowledge of child protection policies and procedures

Self-motivated and with the ability to work in a team, independently and on own initiative

Excellent interpersonal, written and verbal communication skills and the ability to communicate well with a wide range of internal and external stakeholders
	Knowledge of marketing techniques

Knowledge of project management techniques

An understanding of health and safety practices and processes

Practical music skills and knowledge of educational and career opportunities for aspiring musicians

Knowledge of the arts environment in Northern Ireland


Circumstances

Essential

This position requires working outside normal office hours on a regular basis.  Please note that, in general, the working hours will include working 3 evenings per week and Saturday mornings during term time.
Applicants must possess a valid driving license and have the use of a car, or have access to a form of transport which will enable the post-holder to meet the requirements of the post in full (please note that the post can entail moving equipment and materials that are required for classes and activities).  Please note that any vehicle used to meet the requirements of the post must have appropriate and adequate insurance.

	Andersonstown Traditional & Contemporary Music School

Employment Application Form

Note to Applicants

· Use the information in the Job Description and Person Specification to help you complete this application. CV’s will not be accepted.

· Please complete application in BLACK INK.

· Return your completed application in an envelope marked ‘CONFIDENTIAL’ to ATCMS, Westcourt Centre, 8-30 Barrack Street, Belfast BT12 4AH.  Please enclose the Monitoring Form in a separate envelope.

· Applications by email are welcome, however, please ensure the application, including monitoring form is forwarded in PDF Format before the deadline and in the original Word Document Template.  Applications should be sent to atcms.contact@gmail.com and a confirmation email will be sent.

· If successful, you will be required to produce official original proof of any qualifications supporting your application and will be required to undergo an ACCESS NI enhanced disclosure check and partake in Child Protection Training.

· ATCMS is an equal opportunities employer. We do not discriminate against our job applicants or employees and we aim to select the best person for the job.  All recruitment decisions will be made objectively.

· If you have a disability and/or your first language is not English, and you have difficulties with any aspect of our recruitment and selection process, please contact us on 02890 434894 or email:  atcms.contact@gmail.com
· Late, incomplete or ineligible applications will be disregarded and ATCMS accepts no responsibility for notifying those applicants.

· The deadline for completion is 1pm, Monday 22nd May 2017.




Application for the post of:  
PROGRAMME CO-ORDINATOR
Please Note:
Closing Date for Applications is 1pm, Monday 22nd May 2017.

PERSONAL DETAILS

Title:


Forename:


Surname:


Address:









Postcode:

Contact Telephone No:


Contact Email:


National Insurance Number:


DRIVING LICENCE

Do you hold a full Driving Licence which allows you to drive in NI?  (Please note, this post may entail moving equipment & materials required for programme activities).
Yes            FORMCHECKBOX 
              No     
 FORMCHECKBOX 

If No: - Do you have Access to a Car, or an alternative proposal to meet the requirements of the job?  Please give details:

Please note that any vehicle used to meet the requirements of the job must have appropriate and adequate insurance cover.

ELIGIBILITY TO WORK IN UK

Do you require a permit to work in the UK?
Yes            FORMCHECKBOX 
              No     
 FORMCHECKBOX 

If yes, please give details
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MEETING THE CRITERIA

The following sections ask you to outline your qualifications, experience and skills in relation to the criteria specified in the Personnel Specification.  It is not acceptable for the applicant simply to restate the criteria by making a statement such as “I have experience in staff supervision”.  Applicants must provide clearly detailed information demonstrating the nature and extent to which they meet each criteria.  (Attach additional information sheets, if necessary).  The selection panel will not make assumptions as to the skills, knowledge and experience you may have gained.

ESSENTIAL CRITERIA

Qualifications: - 5 GCSE’s or equivalent (Grade C or above and inclusive of English Language & Mathematics)

	Qualification
	Examining Body or

Training Provider
	Date
	Grade

(if applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Page 2

Experience: - 3 years practical experience of Project Development, Administration and Delivery starting with your most recent/current Employer

	Please give details here of all the positions held.  Start with your present or most recent position and work back (attach additional information sheets if necessary).  Information should cover a minimum 3 year period.

	Dates
	Name and Address of

Employer and Nature

 of Business
	Position Held with brief description of duties
	Salary

P.A.
	Reasons for Leaving

	From
	To
	
	
	
	

	From
	To
	
	
	
	

	From
	To
	
	
	
	

	From
	To
	
	
	
	

	From
	To
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Experience: - Demonstrate practical experience of planning events, projects and activities

	


Experience: - Minimum of 1 years’ experience of supervision of staff, freelance staff and volunteers

	


Experience: - Experience of using email, internet, word processing, databases and spreadsheet packages accurately and with good attention to detail

	


Knowledge & Skills: - Well organised with the ability to plan own workload and manage multiple priorities
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Knowledge & Skills: - Knowledge of coaching & mentoring techniques

	


Knowledge & Skills: - Knowledge of child protection policies & procedures

	


Knowledge & Skills: - Self-motivated with ability to work in a team, individually and on own initiative

	


Knowledge & Skills: - Excellent interpersonal, written and verbal communication skills and the ability to communicate well with a wide range of internal & external stakeholders
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DESIRABLE CRITERIA

	Under each bullet point below, please outline how you meet the Desirable Criteria.  (Attach additional information sheets, if necessary).

•
3rd Level Qualification in a relevant discipline

•
Experience of using social media for promotion, publicity and information purposes in a professional capacity

•
Experience of working in the community and voluntary sector in NI

•
Knowledge of Marketing techniques

•
Knowledge of Project management techniques

•
An understanding of Health & Safety practices and processes

•
Practical music skills and knowledge of educational and career opportunities for aspiring musicians

•
Knowledge of the arts environment in NI
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ANY OTHER DETAILS

Please use this space to list any voluntary work you have undertaken and/or give any additional information about yourself, which you would consider to be relevant to this application.
	


REASONABLE ADJUSTMENTS

Please let us know if you require any reasonable adjustments due to disability to enable you to attend an interview or which you wish us to take into account when considering your application.

Reasonable adjustments are things like sign language interpreters, altering the time of the interview, or making the interview room accessible for you.  If you would like to discuss your disability requirements further please contact our office.

REFERENCES

Please give the name of two referees, who have knowledge of your present and/or most recent work and who are in a supervisory/managerial capacity.  Please note that referees will not be contacted until an offer of employment has been made.  (If not previously employed, someone from your last college / school / university / training provider).
	Referee 1
	Referee 2

	Name:


	Name:



	Position:


	Position:



	Address:


	Address:



	Postcode:


	Postcode:



	Contact Tel No:


	Contact Phone No:



	Contact E-mail:


	Contact E-mail:
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DECLARATION

I hereby declare that the information given on this application form is to the best of my knowledge, true and correct.  I also agree that any misrepresentations by me will lead to disqualification of this application, the withdrawal of any offer of employment or my employment being terminated without any obligation or liability to ATCMS other than for services rendered.

I understand that satisfactory references, security clearance, qualification evidence, evidence of the right to work in the UK are required before any final offer of employment can be made.  Please be advised that ATCMS adheres to the Access NI Code of Practice and has a policy on the recruitment of ex-offenders, copies of which are available upon request.

I hereby give consent for the information on this form to be collected, stored and processed in accordance with the provisions of the Data Protection Act 1998.

If offered employment I acknowledge that I will be subject to Access NI Enhanced Disclosure.
SIGNATURE:  


DATE 
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EQUAL OPPORTUNITIES MONITORING FORM

Reference Post: Programme Coordinator
ATCMS is an Equal Opportunities Employer.  We do not discriminate against our job applicants or employees and we aim to select the best person for the job.  All recruitment decisions will be made objectively.

We monitor the community background of our job applicants and employees in order to demonstrate our commitment to promoting equality of opportunity in employment and to comply with our duties under the Fair Employment and Treatment (NI) Order 1998.  Your answers will be used by us to prepare a monitoring return to the Equality Commission, but your identity will be kept anonymous.  In all other regards your answers will be treated in the strictest confidence

1.  
COMMUNITY BACKGROUND:

Regardless of whether they actually practice a particular religion, most people in Northern Ireland are perceived to be members of either the Protestant or Roman Catholic communities.

Please indicate the community to which you belong by ticking the appropriate box below:


I am a member of the Protestant community:

[image: image1.emf] 



I am a member of the Roman Catholic community:

[image: image2.emf] 



I am not a member of either the Protestant or the Roman Catholic communities:

[image: image3.emf] 


If you do not answer the above question, we will use the residuary method, which means that we can make a determination as to your community background on the basis of the personal information supplied by you in your application form/personnel file.

Note:  If you answer question 1 you are obliged to do so truthfully as it is a criminal offence under the Fair Employment (Monitoring) Regulations (NI) 1999 to knowingly give false answers to this question.

In order to ensure ATCMS is complying with other equal opportunity legislation, we would be grateful if you could also complete questions 2 – 5.

2.
GENDER:
Please indicate your gender by ticking the appropriate box below:


Male:

[image: image4.emf] 

              Female:
[image: image5.emf] 


3.
AGE:
Please state your date of birth:  

4.
RACE:

The Race Relations (Northern Ireland) Order 1997 makes it unlawful to discriminate in employment on grounds of colour, race, nationality or ethnic or national origins.  ATCMS monitors its workforce in line with recommended good practice.  Please tick the appropriate box:

White          FORMCHECKBOX 
          Black African origin         FORMCHECKBOX 
         Pakistani origin          FORMCHECKBOX 

Black Caribbean origin    FORMCHECKBOX 
    Bangladeshi origin    FORMCHECKBOX 
    Mixed ethnic group    FORMCHECKBOX 

Chinese origin          FORMCHECKBOX 
         Indian origin              FORMCHECKBOX 

Irish Traveller Community        FORMCHECKBOX 

Other origin (please specify)  

5.
DISABILITY:

Under the Disability Discrimination Act 1995 a person is deemed to be a disabled person if they have a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities.  Please note that it is the effect of the impairment without treatment which determines whether an individual meets this definition.

5.1
Do you consider that you are a disabled person?

           Yes            FORMCHECKBOX 
              No     
 FORMCHECKBOX 

If you answered “yes”, please indicate the nature of your impairment below;

5.2
Do you foresee that you might require reasonable adjustments to be made if you were appointed to the post?

           Yes            FORMCHECKBOX 
              No     
 FORMCHECKBOX 

If yes, please detail the reasonable adjustments you might expect?

Please note that in relation to a post where travelling is an essential job requirement, for applicants with a disability who cannot hold a driver’s licence, consideration will be given to alternative travelling proposals





