JOB DESCRIPTION

Post Title:

Projects Support Worker (0.8 FTE)

Reporting To:
Portal Arts Manager

Responsible For:
Creative Steps project support
Location:

The Portal, 978 Govan Road, Glasgow G51 3AJ

Hours:
28 hours per week
Salary:
£19,656 - £21,203 (pro rata)

KEY PURPOSE

The Projects Support Worker is responsible for the organisation of the different elements of the Creative Steps programme ensuring the smooth delivery of service; achieved through effective planning, administration, monitoring and evaluation of activities. With a strong organisational focus, this role will ensure that the Creative Steps programme meets its objectives and fulfils The Portal Arts charitable purposes:  

CHARITABLE PURPOSES

The Portal Arts (Plantation Productions) is a community arts and media charity based in the Govan area of Glasgow, UK. We deliver creative participation programmes and activity for the advancement of citizenship and community development.  We provide creative recreational facilities and resources with the object of improving opportunities and conditions for people and families who reside in areas of multiple deprivations.

KEY ACCOUNTABILITIES
Creative Steps programme support
· Provide support to The Portal Arts Manager in the day to day running of the programme.

· Work with lead artist to support creative activity and workshop requirements.
· Schedule the programme of workshop activities within Gallery 966.

· Book freelance artists and coordinate workshops in outreach venues.
· Book freelance cover for any annual leave and have standby in case of short notice due to sickness.

· Advertise and recruit freelance artists and sessional workers in line with The Portal Arts Recruitment Policy. 
· Liaise with Lead Artist & Manager to support volunteer training and development and to enhance opportunities within the programme. 

· Respond to telephone enquiries and be in contact with participants (calls, emails & drop-in).
· Provide support to other staff, freelancers and volunteers where required.

Administration, Monitoring and Evaluation 

· Collect and enter on-going evaluation data from participants and provide reports using Access database to monitor progress 

· Produce paperwork to support workshops and outreach activities such as class registers; referral forms etc. and maintain folders for all groups.

· Ensure all data is maintained with accurate up to date contact information for all participants, partners and communications activities.  
· Ensure effective filing systems (electronic and physical) are maintained for the Creative Steps Programme.
· Manage and maintain all stationery and consumable supplies to meet operational requirements.

· Monitor petty cash and maintain Excel spread sheets for accounts.
· Provide administrative support for additional projects and events as required.
Publicity

· Promote the programme through social media and The Portal Arts website.

· Create promotional materials, booklets & publicity for the programme to support participant engagement.

· Maintain a schedule/ timetable of activity across the three steps and ensure this is made available to the public.
Finance
· Cost and order office stationery and cleaning supplies

· Maintain petty cash for sundries and day to day supplies.

Facilities support
· Prepare the space (Gallery 966) for creative workshops: setting up refreshments, ensuring the space is tidy and clean.

· Undertake house-keeping duties for Gallery 966: checking stationary/cleaning materials and purchasing stock.  
· Ensure the space is open and ready for groups and that premises are secure and locked at the end of the day.

· Ensure public and office spaces maintain a high standard of safety and presentation, appropriate to our community arts & media programme.
· Liaise with the landlord (GHA) to ensure any issues with the building is dealt with promptly and relevant safety checks are maintained.

PERSON SPECIFICATION

Essential skills and qualifications

· Qualification at SCQF Level 7 (SVQ 3) or equivalent experience. 
· The undertaking of relevant CPD (Continuing Professional Development) courses in mental health. 

· Knowledge of risk assessment and safeguarding of vulnerable people. 

SPECIFIC SKILLS, ABILITIES AND QUALITIES
· Ability to multitask and successfully deliver a number of different activities concurrently.

· Excellent communication, interpersonal and people skills.

· Ability to work well as part of a team and work to deadlines.

· Good self-organisation skills and able to plan and manage own priorities.
· Ability to organise a work plan and keep others timeously informed and involved.

· Experience of producing reports and managing budgets with microsoft Access, Excel and Office.
· Knowledge of the voluntary/charity sector and an understanding of mental health issues. 
· Reliability and good time management skills.
· Ability to develop your practice through reflection and learning. 
PERSONAL QUALITIES/ATTRIBUTES 
· Ability to relate well to people with a compassionate and empathetic approach.
· A commitment to and understanding of human rights, equalities and diversity.
· Enthusiasm, motivation, energy and flexibility are all essential qualities required to this post. 
For further information about us please visit our website: www.plantation.org.uk
Plantation Productions is recognised as a Scottish Charity: Scottish Charity Number: SC 042866


