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DANCE CITY JOB VACANCY 
Classes and Events Coordinator – Part- Time, Permanent 
Thank you for your interest in the role of Classes and Events Coordinator at Dance City.
Dance City is an Equal Opportunities employer, we actively work to ensure an equal opportunities and anti-discriminatory culture for all employees and users and seek to employ people currently under-represented in the creative and cultural sector including young people, ethnically diverse, or Black, South Asian, East Asian, South East Asian, and people with disabilities.
Enclosed is the following information:

· A Job Description and Person Specification

· Summary of Terms

How to apply:
Please complete both the Application Form and Equality Monitoring Form, we do not accept CVs. You should use the Application Form to tell us why you want this role and highlight the skills and experience which are relevant to the person specification in the job description.
Your completed forms should be submitted to Philippa McArdle, HR Coordinator: philippa.mcardle@dancecity.co.uk (Email Subject: Classes and Events Coordinator).
Please note that Philippa works Monday – Wednesday, 9:30am – 5:30pm.
The closing date for applications: Monday 2 May at 12 noon
Interviews will be held:  Friday 6 May TBC
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Dance City Job Description

Classes and Events Coordinator, Part-Time, Permanent

Based at:




Dance City, Newcastle upon Tyne

Responsible to: 
Head of Communications 

Responsible for:
Public class teachers / other staff as assigned/ appointed

Key relationships (internal):
Head of Communications, community class teachers

Key relationships (external):
Community class users, all external hirers and internal room users

Purpose:




To oversee all Dance City community classes 

At Dance City Newcastle 
To deliver excellent customer service to all users of Dance City in line with our values

To support the achievement of the income 
target 
set for classes and events at Dance 
City
To effectively deliver all external hires – from first contact to evaluation

To effectively deliver all internal space hire usage

To liaise with Dance City Community class teachers – checking invoices, instigating training and all teacher enquiries

Contract:
Part-time, permanent

Hours:
32 hours per week 

Salary:
£22,000 - £26,000 per annum depending on skills and experience
Overtime:




Overtime payments are not made.  Time off 

in lieu is provided

Expenses:




Travel during the course of Dance City 

business will be reimbursed and mileage 
paid at the current Dance City rate.

Probationary period:



6 months
Notice period:




1 month (1 week during probation)

Key Responsibilities

Community Dance Classes

· Strong and effective community (amateur) dance classes and workshops coordination – including recommendations for new classes to be researched and programmed, current classes to be developed and when necessary be cancelled, termly reporting (using our ticketing system Spektrix) and collate and manage class feedback appropriately
· Adept at sourcing teachers who are suitably qualified to teach on our community classes programme

· Contracting all community class teachers and sourcing cover teachers

· Administrating and managing teacher payments and invoices

· Administrating all community dance teacher DBS checks
· Set-up, administration and management of all community classes and workshops using our space management software

· Overseeing and administrating all community dance teacher’s training (safeguarding etc.)

· Leading community dance class teacher meetings

· Coordinate and deliver end of term community performances

· Administrate holiday dance camps (currently Easter and Summer )
· Professional dance artist class and events administration

Space management

· Delivering all external hires – coordination/ reporting/ operational/ feedback/ procuring new and repeat business from first contact to evaluation

· Supporting the achievement of the financial target set for Classes, Workshops, Events and Hires within the Dance City building
· Event management - Administrate and manage meetings and events both internal and external, including but not limited to inputting into our space management system (Schedule It), arranging room set ups, catering and tech requirements etc.
· Promote, sell and administer the co-working spaces and office rentals administration

External Relations

· To work closely with the Dance City Communications team to ensure appropriate marketing collateral is created and distributed

· To represent and communicate effectively the aims and objectives of Dance City’s Community dance class programme and our external hire opportunities

· To sustain positive and effective relationships with existing and potential partners, supporters and external organisations

· To deliver excellent customer service

This is a description of the main duties and responsibilities of the post at the date of production. The duties may change over time as requirements and circumstances change. The person in the post may also have to carry out such other duties as may be necessary from time to time.
Person Specification

· Very strong and proven attention to detail

· Passionate about dance and Dance City advocate
· Ability to work evenings and weekends and to be a Dance City key holder (time off in lieu provided)

· Work across Newcastle and Sunderland sites

· Ability to take the lead and the initiative when required, particularly around maximizing income to Dance City through hires and events

· Represent Dance City at meetings, the media and in other areas as required

· Ability to work closely and effectively in a team but with the ability to also work independently when required

· Support the vision for Dance City and contribute to creative thinking

· Able to positively demonstrate the Dance City values

· Strategic and pragmatic thinker

· Positive relationship builder both internally and externally

· Excellent communication, persuasion skills coupled with a personal confidence 
· An understanding and commitment to equality, diversity and inclusion and anti-discrimination
Experience 

· A track record of strong administrative delivery with excellent and proven attention to detail
· A track record of managing and administering events to an excellent standard

· Understanding of work within a creative context

· Clear understanding of what makes a well-structured and delivered dance class and what constitutes an outstanding dance teacher
· Excellent IT skills including experience of working with databases, CRM systems and event management software is desirable
Personal Competencies

· A demonstrable passion for working strategically across an organisation

· Willingness to be a team player and with the ability to work on own initiative

· Very strong communication skills

· Creative and lateral thinking

· Patience and confidence in your ability

· Outstanding attention to detail

Dance City, Temple Street, Newcastle upon Tyne, NE1 4BR


