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Job Description:   Project Coordinator – Studio of Sanctuary
Job Title: 

Project Coordinator – Studio of Sanctuary                     
Reporting to: 
CEO             
Salary:                           £18,500 PA Pro Rata
Working Hours: 
2 days/wk – 2 year contract
Holiday: 

11 days plus bank holidays
Location:                    
The Art House, Drury Lane, Wakefield. WF1 2TE
Job Description
The Art House is the UK’s first ‘Studio of Sanctuary’.  The project enables professional artists and creatives, who also happen to be asylum seekers, to continue their practice and develop their professional networks while awaiting the outcome of their residency application, in anticipation that they can then go on to work in the arts once their residency application is approved.
Each asylum seeker receives a ‘bespoke’ package, based on their needs and what we are able to do.  This usually includes free studio space, materials, professional support and advice, postage (for submissions to competitions and exhibitions), travel stipends and sometimes per-diems.  
Up until now, we have only worked with individual professional artists.  But now thanks to funding from The Tudor Trust, we are extending our work to involve the wider community and non-artist asylum seekers and refugees.  

Our new project will involve a series of creative arts workshops that enable refugee/asylum seekers and the wider Wakefield community to come together to make art, form relationships and further understanding between each other. 

The project will run over two years and will be for adults, children, young people and families.

We are seeking an experienced, creative and personable person as Project Coordinator, working under the CEO to manage all aspects of the project’s delivery.

Principal Responsibilities:
· To finalise the overall project implementation and to manage delivery

· To oversee the creation of all support materials necessary for delivery of the programme

· To recruit all teaching artists to deliver the programme

· To work with partner organisations in the community – including City of Sanctuary Wakefield, RETAS, Urban House, St. George’s Community Centre, and other community anchor organisations to recruit participants for the programme

· To manage the project budget

· To be present during workshops to meet and greet participants and to support the teaching artists if necessary

· To coordinate the documentation, monitoring and evaluation of the programme

· To organise and attend all celebration and feedback events

· To work with the Art House’s Marketing team to promote the programme

· Communicate with all Art House staff on programme logistics and also to keep them updated

· Undertake any other duty or responsibility that may reasonably be allocated by the Chief Executive 
Equal Opportunities

· Ensure the intentions and requirements of the organisation’s Equal Opportunities policy are applied personally and by other staff, volunteers, consultants and contractors.
· An active interest in developing your approach to equality and maintaining The Art House’s position as one of the key organisations innovating for equality in the Arts.
Person Specification 
	Criteria
	Essential
	Desirable

	Experience
	
	

	A knowledge of and enthusiasm for contemporary visual arts and an understanding of the needs of artists.
	x
	

	Previous experience of successfully managing creative community engagement projects
	x
	

	Knowledge and/or experience of working with asylum seekers/refugees or margianlised communities
	
	x

	Excellent project management & communication skills 
	x
	

	A flexible and proactive approach to work with strong organisational skills and the ability to prioritise a varied workload and work accurately under pressure to meet deadlines. 
	x
	

	Previous experience monitoring and evaluating creative community engagement projects
	
	x

	The ability to deal confidently and appropriately with individuals including handling confidential and sensitive information. 
	x
	

	The ability to establish effective and mutually-supporting working relationships within the team and outside The Art House. 
	x
	

	A commitment to, and understanding of, the principles of diversity and the ability to influence the behaviour of others to create a positive and inclusive working environment. 
	x
	

	Qualifications & Training
	
	

	Educated to Degree level or with equivalent experience of working within any aspect of the visual arts.
	
	x

	A good level of IT literacy in Microsoft Office (e.g. Word, Excel, PowerPoint).
	x
	

	Personal Qualities & Attributes


	
	

	Be able to work on own initiative with creativity and adaptability to fulfil tasks whilst working effectively as part of a team.
	x
	

	An affinity with the values of The Art House
	x
	

	Attention to detail.
	x
	

	A supportive attitude to working with others
	x
	

	A willingness to learn and develop, both on your own initiative and with support.
	x
	

	A commitment to welcoming all. An ability and willingness to adapt your approach to suit a wide range of people, including disabled, disadvantaged and people from all minority groups.
	x
	


