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SISTEMA SCOTLAND





SISTEMA SCOTLAND

POST:


Administrator – Big Noise Govanhill
REPORTS TO:          
Operations Manager – Big Noise Govanhill
BASED:                
Govanhill, Glasgow
SALARY:                 
£19,679 - £22,958 per annum (all new staff are appointed on the first point of the scale)
DAYS OF WORK:
Monday to Friday - some days will be 9am to 5pm and some days will be 10am to 6pm (with one hour unpaid lunchbreak).  Some evening and weekend work may be required.
SUPPORT & 

SUPERVISION:
Sistema Scotland believes that all staff should have regular protected time with their line manager (Support and Supervision) as well as the opportunity for an annual review to discuss performance, development and to set out annual goals (Performance and Development Review). These structures are in place to ensure that staff feel supported, equipped and confident in their roles. Staff will have Support and Supervision sessions every 3 to 4 weeks during their 3 month probationary period and every 8 weeks at all other times.  The only exception to this is very part time staff (e.g. Support Workers and staff who only work 1 or 2 days a week), who will have Support and Supervision sessions once a term.

LEAVE:

We offer the equivalent of 8 weeks paid holiday per year (pro rata for part time staff); 4 of these weeks are set when we operate shut down periods over Christmas and New Year, and the first 2 weeks of August.  The other 4 weeks of the year staff can take in agreement with their line manager.




We also offer the equivalent of up to 2 weeks unpaid leave per year to allow staff to benefit from other work and commitments throughout the year should they choose to do so.

PENSION: 

After a 3 month probationary period, staff can join a contributory pension scheme where Sistema Scotland will match employee’s contributions up to 5%.

START DATE:

As soon as possible.
HOW TO APPLY:
See full details on page 6 of this document

Sistema Scotland’s principal vision is to transform lives with music. 

This pioneering programme drew its initial inspiration from El Sistema in Venezuela and our vision is to transform lives with music. We deliver on our vision through the creation of Big Noise programmes within communities. Since its inception in 2007, the programme has grown and developed into a multi - faceted and immersive music education and social development programme which uses the orchestra as a learning community.

1.
PRINCIPAL AIM
1.1
To support the Senior Team and Operations Administrator at Big Noise Govanhill, providing excellent administrative support, procedures and processes to ensure the continued success and growth of the programme. 
2.
PRINCIPAL DUTIES


The following gives an indication of the duties and responsibilities that the post may involve.  The exact nature of these duties and responsibilities will change over time and the post holder will be expected to work flexibly and carry out any work that is reasonably required and is appropriate to the role.

2.1
Responsibility for office management and administrative responsibilities at Big Noise Govanhill, including reception duties (phones, doors) as part of the administrative team
2.2 Supporting the Operations Administrator to arrange equipment, catering, interpreters / translators and other resources required for the programme

2.3 Placing orders and ensuring that these have been appropriately signed off
2.4 Ensuring all orders are logged in budget monitoring systems
2.5 Registering all orders once received
2.6 Maintaining an up to date inventory of all stock, office equipment and instruments for Big Noise Govanhill
2.7 Working off site including manual transportation of equipment

2.8 Maintaining up to date records for all children, including enrolment forms and attendance statistics, for the general programme and special events.
2.9 Supporting the Operations Administrator to record all information as required for the evaluation programme and producing statistical and other reports
2.10 Taking and distributing minutes at all team meetings and other meetings when needed
2.11 Supporting at the after-school programme including:

· Distributing weekly sign-in sheets to schools

· Support walking lines from schools to Delivery Venues (if required)
· Signing children in and out of the after-school and holiday programmes
· Recording, cross-checking and reporting on attendance 

· Supporting any children out of sessions (if required)

· Monitoring the parents in and out of the building at after-school

2.12 Supporting the Operations Administrator in general communications with stakeholders, children and parents

2.13 first line general communication with parents – text messages, phone calls, letters, using telephone interpreting service as required.
2.14 First line of communications with schools’ office staff

2.15 Composing and sending regular updates to partners

2.16 Monitoring Big Noise Govanhill social media pages
2.17 Contacting and booking cover musicians to the Team Leader and Operation Manager specifications
2.18 Documenting the programme with video footage and photographs and to support in our ongoing evaluation process

2.19 Supporting additional events including:

· Booking arrangements for trips, concerts and excursions for the programme
· Coordinating visits, and programmes for guests to Big Noise Govanhill
2.20 Maintaining accurate records and liaising with the senior team and Sistema Core Team to help process salaries.
2.21 Collating requests for leave, and making sure that leave granted is accurately recorded.

2.22 Supporting the Operations Administrator with the management of the Big Noise building
2.23 Health & Safety duties (eg carrying out weekly fire tests)

2.24 Supporting the Operations Administrator with the administration of the Volunteers programme.

2.25 Implement and maintain systems for keeping resources and spaces well organised, including recycling.

3.
All Posts Will Meet The Following Requirements

3.1
To contribute to the development of a professional working and learning environment in the organisation.

3.2
To contribute to the organisation understanding of diversity and its implications for the arts, education and community and to ensure this understanding informs all the organisation’s activities.

3.3
To ensure adherence to the organisation’s policies and procedures with 
particular reference to equality, diversity and health & safety.

3.4
To work in a flexible manner in line with the organisation’s social and corporate objectives and to be willing to undertake other duties as reasonably requested.

Administrator – Big Noise Govanhill
PERSON SPECIFICATION

Knowledge AND QUALIFICATIONS

ESSENTIAL

· A relevant qualification at HNC or SVQ level 3 level (or equivalent) or above
· Understanding of the benefits that a social programme such as El Sistema can have

DESIRABLE

· Training or track record of success in project management

· Proven commitment to personal and professional development

· Knowledge of current issues regarding music, community development and education in Scotland.

Experience

ESSENTIAL

· Experience of working in an administration role as part of a team

· Experience of working in an administration role with high levels of responsibility

· Experience of using Microsoft Word and Excel

· Experience of working within a challenging and high-pressure environment.

· Experience of using ordering and purchasing systems
DESIRABLE

· Experience of working in areas of multiple deprivation

· Experience of using Microsoft Access

· Experience of implementing and managing office and building systems and procedures

· Experience of working with volunteers

· Experience of managing budgets
· Experience of working with children in an educational setting

· Experience of working with adults in a community setting

· Working in multi-cultural areas

SKILLS & ABILITIES

ESSENTIAL

· Excellent organisational skills and ability to manage a high-pressure work load
· Proven track record of ability to work as part of a dynamic team
· A passion for music, and belief in the impact and transformative power it has for children and the wider community  

· Excellent communication skills with children and adults
· Excellent numeracy skills

· Willingness to walk between the Big Noise Centre and the schools/other venues
· Requirement to undertake some manual handling duties

PERSONAL QUALITIES

· Socially motivated.

· Demonstrate a commitment to the programme and its sustainability within the community

· Belief in opportunities for all, and high expectations for all.

· Passion and commitment to inclusive practice.

· Strength of character and a sense of humour.

· A belief in and determination for others to succeed.

OTHER QUALITIES

· Ability to work flexibly, in the evenings and at weekends as appropriate. Travel may be required occasionally.

· Commitment to the long term goals of the programme and team, the participants, and the communities they live in.

HOW TO APPLY:

To apply for this role you must complete our online application form at www.makeabignoise.org.uk/jobs, where you will also find a full job and person specification (no CVs or agencies please).  As well as detailing your qualifications and work experience, you will also have the opportunity to explain why you are interested in working for Sistema Scotland at Big Noise Govanhill and how you meet our requirements as detailed in the job/person specification.
On the application form we will also ask you to give us the names and contact details for two referees, one of these should be your current or most recent employer (please state if you would prefer us not to contact your current employer until you are provisionally offered the role).

We welcome applications from all nationalities. However we are unfortunately unable to offer visa sponsorship for this role, so before you apply for this post please ensure that you have the right to work in the UK.  For more details on eligibility to work in the UK, please visit https://www.gov.uk/check-uk-visa.

If you are invited to interview, we will ask that you bring evidence showing your right to work in the UK with you (photocopies are not accepted).

The deadline for submission of applications is Friday 20th September 2019 at 10am.
The selection process will be held on Thursday 10th October 2019 in Govanhill, Glasgow.

For any additional information please e-mail hr@sistemascotland.org.uk or telephone 01786 475349.  
The successful applicant will be subject to PVG check although having a criminal record will not necessarily be a bar to working with Sistema Scotland.
Page 4 of 6

