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Stepping into Music Programme Assistant 

Job Description
Reports to:
Stepping into Music Programme Manager. The Programme Assistant also works as part of the Programme Team alongside the Creative Directors and Chair of the Dalcroze Society.
Key objective:
To provide support for the Stepping into Music Programme Team, undertaking general administrative tasks under the direction of the Programme Manager.

Terms of employment:
This position will operate on a freelance basis for an initial period of 3 months, and with a fee of £12 per hour for 6 hours per week.  The Programme Administrator will work from home.
Key Responsibilities 

· Assisting the Programme Manager in ensuring the effective administration and execution of training and delivery events.  
· Support the Programme Manager in researching and establishing suitable and appropriate partners: arts, early years, and education organisations; venues; practitioners etc.
· Assisting the Programme Manager, Creative Directors, and other practitioners employed by the programme during on-site events, undertaking practical and domestic tasks as required.  

· Assisting the Programme Manager in the creation and production of written resources including SiM branded materials, event and participant packs, press releases, project proposals, and reports etc.

· Co-ordinating the supply of appropriate resources to all training and delivery events.  

· Regular updating of the Stepping into Music website and Facebook page.

· Responding to general enquiries about Stepping into Music, and maintaining contact with the Dalcroze Society Administrator with regards to shared contacts and enquiries.  

· Updating of various programme management tools and resources including programme budgets and plans, as and when required by the Programme Manager. 
· Assisting the Programme Manager in recruitment for training and delivery events and the distribution of publicity information to partners and general contacts.
· Co-ordinating the Stepping into Music mailing list.
· Working with the Programme Manager to manage the experience of accredited training course participants, providing regular and up to date information, scheduling sessions, distributing assignment and other documentation.
· Working with the Programme Manager to evaluate individual events, and the programme itself.

· Keeping abreast of national agendas and priorities with regards to the provision of music and movement activity to under-fives and their parents/carers.  Maintaining an awareness of other early years arts education programmes and approaches.
Person Specification

Qualifications
Educated to degree level or equivalent, or currently undertaking relevant degree level qualification.
Experience
Clear and proven interest in and knowledge of arts education (ideally music) programmes is essential.
Skills

· Thorough and meticulous, with the ability to work, communicate, and liaise with a wide variety of people and organisations.
· Sound IT knowledge, including the use of spreadsheets.

· Excellent verbal and written communication skills.

· Excellent time management and administrative skills.

· A flexible approach and ability to work under pressure.

· The ability to work as part of a team.

· Understanding of and commitment to equal opportunities.
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