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Arts Officer Advert   /   Hysbyseb Swyddog Celf 
Cymraeg yn dilyn isod.
Job Title: Theatre and Community Arts Officer (full time) 
The Trustees of The Welfare Ystradgynlais / Neuadd Les Ystradgynlais are seeking an experienced and committed individual to deliver and help our Arts Programme thrive.
Start date: August 2024

End date: December 2024
There is the potential of a longer-term contract from that point. You will be pivotal in working with us to ensure longevity of the appointment.
Salary: £20.12 per hour
Application deadline 1pm  24th June 2024
Please forward a letter of application and CV to admin@thewelfare.co.uk
Please describe how you believe your knowledge, experience and abilities make you a strong candidate for the post. Please refer to the person specification with the job description. We suggest you write no more than 900 words. 
The Welfare is well known for hosting a rich and varied programme of community orientated professional performing arts and cinema. We have established ourselves as an essential part of the area’s cultural and social landscape and offer a regular programme of events, including community partnership working, quality entertainment, international music, community arts programming, cinema and live broadcasts.

We are building our team to help us achieve our vision and strategic priorities as we respond to the growth, opportunities and challenges currently presented.
REFERENCES

Please give the name, address, telephone number and status of two referees who are willing and able to give an opinion on your abilities and professional experience.  One referee should be your present or past employer.  We may wish to take up references before an offer of employment has been made to you but will inform you before we do so.

This post will be funded by Powys County Council’s Shared Prosperity Funding (SPF) until December 2024, you will be pivotal in working with us to ensure longevity of the appointment from this point forward.
Only shortlisted candidates will be contacted for interviews. If you would like to arrange an informal discussion with the Director about the role, please email
Please see the job description below for full details and how to apply.
Wynne Roberts

Cyfarwyddwr Gweithredol / Executive Director
Neuadd Les Ystradgynlais / The Welfare Ystradgynlais
Heol Aberhonddu / Brecon Road
Ystradgynlais
Abertawe / Swansea.   SA9 1JJ

Ffôn / Phone: 01639 843163

admin@thewelfare.co.uk

yneuaddlesystradgynlais.cymru / www.thewelfare.co.uk
Enquiries to the above.
All applications will be treated in the strictest of confidence. The Welfare’s strategic equalities commitment requires that all applicants complete and return the Equal Opportunities Monitoring Form with their application. This form is anonymous and will not be used as part of the shortlisting and interview process. Only applicant data in anonymous aggregated form will be passed on in reports to funders.
Accessibility

If you need to submit your information in a different format to be able to apply, or if you require us to make any other reasonable adjustments to assist you in our recruitment process, please contact admin@thewelfare.co.uk.

The Welfare Ystradgynlais is committed to equality of opportunity and supporting diversity and inclusion across all aspects of its work. Our staff bring a range of perspectives to our organisation, and we welcome applications from individuals who are under- represented in the visual arts sector including those of Black, Asian or minority ethnic heritage, those who have faced socio-economic barriers, those who

identify as LGBTQ+, and those with disabilities. All applications for this position will be treated equally and confidentially. Recruitment for this position will be based on merit.

Job Description


Position:  Theatre and Community Arts Officer
Salary:  £20.12 per hour, together with NEST Pension benefits (National Employment Savings Trust) http://www.nestpensions.org.uk

Hours: 37 hours per week until the end of December 2024, (the post holder will be  required to work unsociable hours including evenings, weekends, and bank holidays as part of their normal working week) and has a 2 month probationary period.
This post is funded by Powys County Council’s UK Shared Prosperity Funding (UKSPF) until December 2024. 
Location: The Welfare - Ystradgynlais

Accountable to:  Executive Director
Accountable for: Marketing and Front of House Staff / Volunteers and Freelance Artists
Main purpose of post:

1. Theatre: To realise the income and sales potential of The Welfare - Ystradgynlais. To programme develop and maintain our Fundraising and Marketing Strategy and ensure our business objectives and core aims are met.

2. Arts Projects: To ensure the Community Arts programme is programmed, developed and funded.

Both the above are to be achieved while ensuring that we develop  and  maintain  a  strongly-defined  brand  for  our stakeholders,  audiences  and  potential  users, ensuring  that  we are represented  with consistent quality to inform all aspects of the organisation’s work.  
Principle Responsibilities:

1. Developing and delivering the Trusts arts, film and events programme, negotiating, agreeing and implementing the legal and contractual obligations between performers, companies and suppliers.
2. To develop strategic marketing plans and co-ordinate the duties of marketing staff (including freelancers); ensuring that marketing, box office and FOH staff carry out their duties effectively for The Welfare and its customers, the post holder will act as lead on all customer relation matters and issues including as Data Protection Manager. Your forward planning will include working with the marketing team to develop marketing campaigns for seasons and any incentives designed to maximise audiences and sales revenue.
3. To develop community arts activity, educational and outreach opportunities that target new audiences, particularly Welsh Language audiences.
4. To support the Exec Director in working with partners and charitable funding bodies with the aim of developing existing and new partnership working opportunities, thereby enhancing our business plan aims while attracting grant aid and commercial income streams. 
5. To support the Board in the development of a fundraising strategy, commercial sponsorships and individual giving in line with our business plan aims.

6. To develop and manage online marketing activity: e-marketing, web site online sales and to develop clear social networking plans to support all aspects of Marketing, Press & PR Activity.
7. Representing The Welfare to external bodies such as Ystradgynlais Town Council, Powys County Council, the Arts Council of Wales and Creu Cymru etc.
8. To process all financial matters in accordance with The Welfare’s financial management procedures in an appropriate timescale and within budget for other staff to deal with.

9. To supervise, maintain and update/input all manual and computerised office systems, to ensure that data is current, accurate and accessible in order to meet agreed reporting requirements of funders and Management.

10. Ensure excellent media relations and maximise PR and media opportunities.

11. Health and Safety: To address The Welfare’s health and safety policies and arrangements in a proactive manner to ensure that a high standard of safe working practices are maintained.

12. Policies and Equal Opportunities: To actively support and implement the principles and practices of all the company’s policies.

13. Appraise and monitor the performance of designated (FOH / Marketing) staff according to Staff Appraisal Policy and Procedures. 

14. The post holder will be required to undertake the necessary checks to ensure Enhanced DBS disclosure status of all relevant staff.

Person Specification: Arts Marketing / Arts Projects Officer 


Essential Criteria:

1. Arts Programming Knowledge

You will have a good grounding in arts programming, fundraising and marketing knowledge with a desire and willingness to undertake training (specialist unaccredited training will be provided). 

Or

Community Arts Development Knowledge
You will have a good grounding in community arts development and grant fundraising with a desire and willingness to undertake training to support this role (specialist unaccredited training will be provided). 

2. IT and Administration Skills

You can demonstrate good organisational skills, IT knowledge and the ability to word-process. 

3. Communication Skills

Articulate and able to communicate in a polite and courteous manner, with the ability to give direction and information to members of the public and staff at all levels, by telephone or in person, as well as having the ability to influence others to follow a particular course of action or procedure.
4. Language Skills

Demonstrate active listening, verbal and written communication skills for effective interaction with members of the public and staff at all levels including copy writing for press release, direct mail and brochure etc. You will have the ability to communicate credibly and effectively with partners’, particularly Welsh Language organisations and audiences.

You will have the ability to research and complete reports and fundraising applications to a deadline.

5. Budget Control

The ability to manage a budget and follow financial procedures.

6. Teamwork

The ability to travel to meetings with the willingness to work flexible hours. You will be a genuine team player who supports rather than blames and demonstrates a dedicated hardworking attitude.
Desirable Criteria:

A. Arts Programming Knowledge

· You will have a good grounding in arts programming, fundraising and marketing knowledge with a desire and willingness to undertake training (specialist unaccredited training will be provided). 

Or

Community Arts Development Knowledge

· You will have a good grounding in community arts development and grant fundraising with a desire and willingness to undertake training to support this role (specialist unaccredited training will be provided). 

B. A knowledge and understanding of the culture of the area.

C. A proven interest or past experience of community development, the arts in general or a theatre venue. 

D. Ability to speak Welsh.
E. Specialist IT skills including knowledge of marketing and sales systems or similar software (training can be provided).

The Welfare – Ystradgynlais strives to be an Equal Opportunities Employer 

Registered Charity No. 1054054

YSTRADGYNLAIS MINERS WELFARE AND COMMUNITY HALL TRUST LTD.     
YMDDIRIEDOLAETH NEUADD LES Y GLOWYR A CHYMUNEDOL YSTRADGYNLAIS CYF.     
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