
Dance Administrator Placement - 12 Weeks

Step Out Arts is looking for a dedicated and enthusiastic individual wishing to gain valuable experience working within an arts organisation. 

Fee; unpaid job, travel expenses only

The individual should have the following skills:

· Communication Skills: The individual must have oral and written communication skills to a high standard and the ability to liaise with a range of different people concerning rehearsals, residencies, showings etc. Excellent negotiation and advocacy skills also required.
· ICT Skills: The individual must have proficient skills using Word and Excel and or equivalent apple programmes as well as spreadsheets and other software. Confident using the internet as a research tool and updating and managing websites and social network sites. 
· Organisational Skills: The individual will be required to minute meetings, as well as deal with incoming and outgoing post, managing office equipment; proofreading documents and work to tight deadlines. 
· Personal Skills:  The individual must be hardworking, focused, self-driven and passionate as well as being able to work calmly and proficiently under pressure. They must also have the ability to work independently and as part of a team and with a commitment to equality and diversity.
It is desirable that that Individual has the following experience:

· Degree/Postgraduate qualification or equivalent experience in an arts subject. 
· Data input, and statistical analysis. 
· Supporting an Artistic Director 
· Website Management - word press, etc.)
· Measuring and evaluating arts activities
· Familiarity with the Bedford Region. 
Please sent your completed application form to Lorna O’Connell - Lorna@stepoutarts.co.uk, before 12 Noon on Thursday 18th August 2011, any application received after this time shall not be considered. 

Interviews will be held on Friday 2nd September. 

This a temporary placement for 12 weeks, preferably starting immediately and running from September to December 2011 for at least 2 days per week. However, all conditions are flexible and can be discussed after an offer of placement has been made. 

