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JOB DESCRIPTION

Post Title:

Creative Steps Projects Assistant (0.6 FTE)

Reporting To:

Creative Steps Project Coordinator
Location:

Gallery 966, 966 Govan Road, Glasgow G51 3AJ

Hours:
21 hours per week 
Work Pattern:
3 days per week (days to be agreed upon commencing role)
Salary:
£10.90/hour (Glasgow Living Wage)
KEY ROLE
· Support the Project Coordinator with general administrative tasks including setting up classes, welcoming participants and recording attendance and answering phone calls and emails.
· Support the arts tutor to deliver workshops successfully by sourcing arts and craft materials, contributing ideas for classes and window displays and assisting with classes when appropriate.
· Contribute to the smooth running of the delivery programme.
CHARITABLE PURPOSES
The Portal Arts 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 Project Coordinator in the day to day running of the programme.

· Provide support to the Lead Artists in the delivery of the sessions.

· Provide a professional and hospitable welcome to participants in the programme.

· Respond to telephone enquiries and be in contact with participants (calls, emails & drop-in).
Administration, Monitoring and Evaluation 

· Contribute to monitoring the attendance of participants.
· Support monitoring and evaluation processes in place at Creative Steps.
· Provide administrative support for additional projects and events as required.
Creative Support

· Contribute creative ideas to the team by collaborating with the Project Coordinator and Artists in seasonal window displays.
· Contribute to creative research and ideas for classes and projects by for example, developing thematic Pinterest boards (instructions and support can be provided).
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.
· Ensure the space is open and ready for groups.
· Ensure public and office spaces maintain a high standard of safety and presentation, appropriate to our community arts & media programme.
PERSON SPECIFICATION
Essential Skills and Experience
· Personal interest in the creative arts
· Confidence to communicate with a diverse range of people

· Ability to follow instructions, procedures and policies
· Willingness to learn from and contribute to the team

· Experience of participation in a group or community organisation

Specific Skills, Abilities and Qualities
· Excellent communication, interpersonal and people skills.

· Ability to work well as part of a team.

· Ability to keep colleagues timeously informed.
· Understanding of mental health issues. 
· Reliability and good time management skills.
· Ability to develop your practice through reflection and learning. 
Personal Qualities/Attributes 
· Interest in creativity, ideally an active creator in some capacity. 
· 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.theportalarts.com/creative-steps-to-wellbeing
APPLICATION PROCESS
Deadline: Monday 16th October at 5pm
To apply please submit your CV and a letter of interest explaining why you are a good fit for this role (no more than two A4 sheets) to jess@theportalarts.com or by handing in your documents to Gallery 966, 966 Govan Road, Glasgow, G51 3AJ.
Interviews will be held w/c 16.10.23 with a potential start date of 6.11.23, subject to references being taken. Applicants must have the right to work in the UK. 

Thank you for your interest.
The Portal Arts (SCIO) is recognised as a Scottish Charity: Scottish Charity Number: SC 042866
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