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DANCE CITY JOB VACANCY 
Dance Engagement Coordinator (Maternity Cover) – Full - Time, Fixed Term for 6 months
Thank you for your interest in the role of Dance Engagement 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: Dance Engagement Coordinator (Maternity Cover).
Please note that Philippa works Monday – Wednesday, 9:30am – 5:30pm.
The closing date for applications: Tuesday 13 September 2022 at 12 noon
Interviews will be held: w/c 12 September 2022 - TBC
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Dance City Job Description

Dance Engagement Coordinator (Maternity Cover), Full-Time, Fixed Term

Based at:




Dance City, Newcastle upon Tyne

Responsible to: 
Artistic Director & CEO 

Responsible for:
Freelance engagement staff
Key relationships (internal):
Classes & Hires coordinator, Higher Education (HE) department, Programming, and Communications 
Key relationships (external):
NGSV, Funding bodies i.e Community Foundation, Street Games, TWAM, Culture Bridge, LEP North East
Purpose:
To coordinate Dance City’s Engagement Strategy to make dance more accessible to people across the North East. Creating more opportunities for communities to participate in dance through the ongoing development with partnerships and organisations, championing best practice in participatory dance activity and widening the reach of Dance City provision across the region. 
This role combines managing and delivering programme/ workshops and performance events, alongside recruiting, and managing the community dance artist team on delivery. Dance City Engagement focuses on developing and nurturing participation across all ages with focuses on Schools, Community, and older people/Inclusive Practice across the North East.

Contract:
Full – time, Fixed Term for 6 months
Hours:
40 hours per week 

Salary:
£23,000-£27,100 per annum, pro-rata, depending on skills and experience
Overtime:




Overtime payments are not made.  Time off 

in lieu is provided

Expenses:




Travel during Dance City 

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

Probationary period:



1 months
Notice period:




1 month (1 week during probation)

 Scope of the Role

· Ensure an effective regional infrastructure for dance development, with focus on developing the highest level of access to excellent dance practice in schools and in youth and community dance contexts 

· Plan, implement and manage a dance development programme in line with the strategy, identifying priorities and developing new opportunities in community/ participatory dance including formal and informal workforce development 

· Forge and maintain cross-sector and community relationships and establish and encourage active partnerships with local and regional stakeholders 

· Keep abreast of developments in community dance and contribute to regional and national dance networks 

· Promote and advocate for the support and promotion of dance across cultural, education, health, sports, youth, and other sectors 

· Initiate inclusive outreach opportunities through which all ages across the community can participate in
· Coordinate activities and training as projects demand 

· To provide effective advice, guidance, and project support to dance practitioners 

· To implement the Dance City engagement strategy, developing new opportunities in community/ participatory dance 

· To coordinate appropriate dance focused practical sessions to all ages across community groups
Key Responsibilities

· Maintain community relationships which establish and encourage active partnerships with local and regional stakeholders 

· Ensure the set-up and smooth running of community dance activities 

· Draw up and manage contracts with tutors, freelance staff and volunteers
· Line manage project staff including freelancers, interns and volunteers
· Ensuring all freelance staff, interns and volunteers have valid DBS and Safeguarding checks in place
· Manage project budgets to agreed expenditure limits 

· Monitor project activity and ensure evaluation and monitoring are fed into further planning 
· Deliver role of Rehearsal Director/ manager of Boundless Company (55+ in house company)
· Ensure the dissemination of learning and work achieved 

· Engage community consultation 

· First point of contact for all enquiries re: community activities 

· Ensure best practice and the highest quality of artistic outcome, supporting artists to deliver 

· Undertake any necessary administrative procedures 

· Undertake any such related tasks that may be deemed necessary from time to time 
Fundraising & Development 
· Contribute to research into and development of ideas for new dance development projects 

· To support with fundraising applications with responsibility for meeting fundraising targets as required

· Maintain excellent relationships and communications with funders 

· Ensure monitoring information is provided to Dance City’s core stakeholders and funders 

General
· Undertake all activities in compliance with Dance City’s policies and procedures with reference to equality and health and safety 

· Promote the activities, products, and values of Dance City 

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

Essential

General
· Passionate about dance and Dance City advocate

· Ability to work evenings and weekends where 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 positively demonstrate the Dance City values

· Positive relationship builder both internally and externally

· An understanding and commitment to equality, diversity and inclusion and anti-discrimination
Experience 
· Experience in leading events/ overseeing management, planning & outcomes of festivals
· Experience of teaching or leading practical dance session

· Project design, development, coordination, and administration

· Budget management 

· Experience in developing partnerships and shared goals 

· Experience of developing opportunities for people to engage in dance across a wide range of client groups, such as young people and/or hard to reach groups, and in a wide variety of settings 

· People management  
Skills and Abilities
· Excellent communication and interpersonal skills including a proven ability to work with abroad range of people 
· Creative and lateral thinker

· Patience and confidence in your ability

· Very strong and proven attention to detail

· Ability to deal effectively with multiple workloads demands 
· Ability to motivate and work collaboratively with a high level of enthusiasm as a self-starter and as part of a small team 
· Excellent IT skills with a range of knowledge of different packages including databases 
Desirable
Experience

· Knowledge of dance as an art form and/or in education and experience working with dance artists and workshop leaders 
· Experience of developing strategy and medium to long term planning
· Experience of successfully fundraising for dance/arts projects. 
· Experience of supporting practitioners to develop their practice particularly in participatory settings 
Skills and abilities

· An excellent knowledge and understanding of the dance sector, in particular contemporary dance, and community participatory dance 
· Proficient in report writing, funding proposals and other such documents 
· Thorough understanding of safeguarding issues 
· Creative production of artistic projects 
· Skilled in consulting, particularly with community groups 
· Good understanding of current developments in contemporary dance 
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