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Dear Applicant

I am pleased to enclose an application pack for the Open City Merseyside Project Assistant role.  

The application pack includes the following:
· Open City Merseyside Project Assistant - Job Description

· Application Form

· Equal Opportunities Monitoring Form
Please complete the Application Form and Equal Opportunities Monitoring Form by Monday 10th May, 6pm and return it to Gin Jacobucci (Audience Development Coordinator)
Via email:

gin.jacobucci@factcentre.co.uk

Or by post:

Gin Jacobucci

Audience Development 

Workspace 1 

FACT

88 Wood Street

Liverpool, L1 4DQ

If you’d like to further discuss the role or the Open City project, please do not hesitate to contact me and I will be happy to answer your questions (please find my contact details below). 
With best wishes
Gin

Gin Jacobucci
Audience Development Coordinator
gin.jacobucci@factcentre.co.uk
0151 707 4439
OPEN CITY MERSEYSIDE PROJECT ASSISTANT 

JOB DESCRIPTION
Contract: 
Fixed term contract until 31 December 2010

Part-time, two days a week – Mondays and Tuesdays

Employed by:
All About Audiences

Based:
FACT, Liverpool 

Salary: 
£14,583 pro rata 2 days a week

Hours:
10am-6pm with an hour for lunch
Directly responsible to: 
Ginevra Jacobucci - 

Audience Development Coordinator
Open City Project:

Open City is a project that aims to support local community groups who are not currently attending the arts in becoming visitors to Liverpool arts venues. It aims to make people who don’t feel able to take advantage of the city’s cultural offer to feel welcome, supported and excited about attending the arts in Liverpool. 

Open City is run by All About Audiences (AAA) on behalf of Liverpool Arts Regeneration Consortium (LARC). LARC is made up of eight of the leading arts institutions in Liverpool, and works to establish Liverpool as a world-class creative city, and ensuring that the arts sector plays a significant role in the regeneration of the Liverpool City Region.
For more information on LARC, please visit: www.larc.uk.com
For more information on All About Audiences please visit: www.allaboutaudiences.com
Role Purpose:
To support the day-to-day administration of the Open City project and its development to engage with a larger pool of community groups

Key responsibilities:
· Supporting targeted marketing campaigns to recruit community groups and volunteers.
· Coordinating feedback from groups and volunteers.
· Ensuring all feedback and activity from the project is recorded on central systems/databases. 
· Coordinating volunteers’ networking meetings and events. 
· Updating the volunteers’ website with information to ensure volunteers are kept up to date. Developing other channels of communication with volunteers as appropriate. 
· Maintaining effective communications with volunteers, LARC members, groups and other organisations as appropriate. 
· Other administrative duties as required.
Person Specification:
· Past experience of project or office administration

· Proven organisational skills with a structured approach to work 
· Excellent communication skills

· Self-starter with a strong sense of initiative

· Ability to inspire and motivate contacts involved in the project

· Strong believer in the social benefit of the arts

· Strong commitment to equal opportunities
· Approachable and friendly attitude, keen to share and encourage the sharing of information and ideas throughout the project 

· Good IT skills with a working knowledge of Word and Excel.

Closing date for applications: 
10th May

Interview:



w/c 16th May
Contact:
Gin Jacobucci, 

FACT

88 Wood Street

Liverpool L1 4DQ

gin.jacobucci@factcentre.co.uk
0151 707 4439
APPLICATION FORM

PERSONAL DETAILS

	Title


	First Name
	Last Name

	Address:

Postcode:


	Home Telephone:

	Mobile Telephone:


	Email address:



EDUCATION AND PROFESSIONAL QUALIFICATIONS
Please give details of all qualifications obtained and those currently being pursued relevant to this application. 
	Dates 
	Place of study
	Course and qualification achieved/Grade

	
	
	

	
	
	

	
	
	


EMPLOYMENT
Please give details of your work experience, paid or voluntary, starting with your present or most recent employer and working backwards. 
	Dates 
	Name and address of employer
	Job title and responsibilities

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PERSON STATEMENT 
Drawing on your personal and work experience, education and training, please describe in your own words why you are interested in the role and, bearing in mind the job description and person specification, why you believe you are a suitable candidate. 
	


REFERENCES 
Please provide the contact details of two people who have agreed to act as referees.

	Referee 1

Name:

Address:

Telephone:

Email address:

In what context does your referee know you? 
Can we approach your referee without consulting you first?                        Yes/No

	Referee 2

Name:

Address:

Telephone:

Email address:

In what context does your referee know you?
Can we approach your referee without consulting you first?                        Yes/No

	As part of this role, we may request for you to apply for a CRB check.

Do you currently hold a Criminal Records Bureau (CRB) check?                          Yes/No



	Rehabilitation of Offenders Act 1974: Do you have any unspent convictions?      Yes/No
If yes, please specify:

Please note that failure to disclose such information may result in dismissal or disciplinary action by All About Audiences. This information will be treated as confidential and will not necessarily preclude you from employment.




	Please indicate any access requirements you would have if invited to interview:




	Do you require a work permit to work in the UK? 



         Yes/No



        

           


	Please tell us where you heard about this opportunity:



DECLARATION
I understand that by signing and returning this application form I have consented to All About Audiences and LARC using and keeping information provided by me and by third parties such as referees relating to my application.
By signing this form I also confirm that all information given is correct and true. I understand that providing misleading or false information will disqualify me from appointment or if appointed may result in my dismissal. 

Signed: ______________________________________Date: ______________

EQUAL OPPORTUNITIES MONITORING FORM

We strive to be an equal opportunity employer, and our policy on this important subject is contained within our Employee Handbook.  
In order to monitor the effectiveness of our policy and subsequent actions we would like you to fill the form below.

Please note this information is confidential and will be used for monitoring purposes only.  It does not form part of our selection process.
Post applied for: 
Gender: 


Male


Female
Other :……………
Age Group:


16-24


25-34

75+





35-44


45-54




55-64


65-74
Ethnic/cultural identity:
How would you describe your ethnic/cultural identity?
………………………………………………………………………………………………

Disability:
Do you consider yourself to have a disability?  



Yes/No
