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Dance City Job Description

Centre for Advanced Training (CAT) Coordinator

Based at:
Dance City

Responsible to: 
Artistic Director, Dance City
Purpose:
To undertake the co-ordination and administration of the Dance City CAT and its activities. To support the administration of other Dance City projects where appropriate.

Hours:
40 hours per week


11:00 – 19:00 Monday –Thursday, with the additional 8 hours to be negotiated with your line manager on a weekly basis. At certain times of year this role requires weekend working. 
Salary:
Grade 5


£18,000 – 23,000 

KEY RESPONSIBILITIES

· Duties: to undertake the co-ordination and administration of the Dance City CAT and its activities and to support the administration of other Dance City projects where appropriate
· Record-Keeping: to maintain up-to-date records of all CAT activities. To keep accurate records for each student within the CAT on their progress, health, financial and participation details. To collate required information for reports to the Department for Education and the Dance City Board 
· Budget: to update and maintain accurate budgets
· Development: to act as a point of contact and maintain records for all the CAT`s recruitment activity, including liaising with CAT staff and school teachers, as appropriate
· Communications: to function as the focal point for all internal and external communication and information relating to the CAT between the CAT Manager, students, teachers, artists and Dance City staff. To assist the Dance City Communications Team in the creation of appropriate literature to support the CAT
· Coordination: to set up staff meetings and ensure that all action from staff meetings is recorded. To coordinate the CAT Taster Days and the CAT audition processes, including giving accurate information to students and parents/carers. To work with the CAT Manager to produce individual timetables for each student  
· Teachers, Artists and Student Liaison: to develop and maintain positive relationships with all of the teachers and artists working within the Dance City CAT and to act as a main point of contact for all CAT students and their parents/carers. To collate end of term reports for all CAT students and set up meetings with parents/carers, as and when needed. To ensure that all staff are contracted accurately 
· Schools Liaison: to liaise with schools and venues to coordinate training activity and ensure that the programme runs smoothly for all concerned and to book space and facilities as required

· Marketing: to monitor marketing activities to ensure that they are within agreed parameters set by the Artistic Director and to maintain and update the CAT information on the Dance City website. To deliver presentations about the Dance City CAT during Taster Days and at other relevant CAT events
· VIP Liaison:  to take responsibility for coordinating VIP lists and invitations to events and to successfully organise VIP events and hospitality

· Information: To respond to general enquiries as and when necessary. To provide statistics and data for National Dance CAT marketing, as and when required.
· Training: to attend training as and when necessary and to develop relevant knowledge and skills. 

The successful applicant will be required to undergo a check through the Disclosure and Barring Service (DBS)
JOB SPECIFICATION
· Three years of experience working in an office in an administrative capacity

· Strong ability to manage interactions with a wide variety of individuals
· Knowledge and understanding of the work of an arts organisation and the administrative tasks involved
· Knowledge of current legislation and codes of practice relating to children and education
· Ability to motivate other team members

· Qualified First Aider or willingness to be trained

· High level of computer literacy in working with computer software systems including Microsoft Office (Word, Excel, PowerPoint), Outlook, and Access
· Ability to prioritise workload/good time management 
· Ability to work under pressure

· High level of attention to detail

· Willingness to work evenings and weekends and shifts of unsociable hours
· Financial  and budgetary skills

PERSON SPECIFICATION
· Ability to adapt to frequent changes

· Strong oral and written communications skills

· A basic knowledge of dance

· Self Motivation

· Ability to work as individual and as part of a team

· Sensitivity and commitment to customer care
· Positive attitude

· Presentable appearance

· Flexibility

· Sense of humour

· Efficiency

· Friendly and approachable

· Trustworthiness

· Genuine interest in working in an arts environment
· Genuine interest in developing excellence for young people in dance
· Ability to use common sense and see the ‘wider picture’
