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TITLE:   Arts Development and Partnerships Coordinator 
DEPARTMENT:  Chief Exec/ Learning & Participation
RESPONSIBLE TO:  CEO & Head of Learning and Participation 
HOURS:  24 hours a week
PAY:  £26,000 pro rata
LOCATION: Portsmouth Guildhall, Guildhall Walk, Portsmouth, PO1 2AB


Purpose of the Job

To coordinate arts development activities for the organisation, building grass roots community associations, working with the HARBOUR associate artist scheme and identifying opportunities for the organisation to form local and regional partnerships.
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Principle roles and responsibilities

N.b. this description is designed to give an overall view of the job and is not a definitive list of tasks
Tasks will include, but not limited to:

· Co-ordinate our associate artist programme HARBOUR, liaising with creatives, identifying, planning and scheduling supporting activities. These may include CPD activities, scratch performances, open rehearsals.
· Develop local and regional creative and cultural partnerships, to proactively seek new relationships to expand the Trust’s programme of activity. To build and develop community partnership working helping to deliver against our annual targets and objectives.
· To lead on and support grassroots arts development activity associated with our Learning and Participation programme, events, and strategic partnerships. To help set up and inform new and existing cultural/community projects and to liaise with all departments involved with delivery.
· Work alongside the Head of Learning and Participation and Youth Advisory Group coordinator to expand our Youth Consultation group.
· To attend network cultural meetings and events promoting the Guildhall Trust’s agenda for Portsmouth Guildhall. 
· Carry out any tasks and additional activities as may be required

Person Specification
This acts as a selection criterion and gives an outline of the type of person and characteristics required to do the job.
Essential:  without which the candidate would be rejected
Desirable:  useful for choosing between two good candidates
	Attribute
	Essential
	Desirable

	Experience
	At least 2 years recent experience of working in Arts development or similar field.

Experience of building cultural connections and partnerships in different contexts.

Experience in working with, and managing, workshop facilitators.

A passion for the development of new work and supporting both established and emerging artists.




	A knowledge of the Portsmouth and regional creative scene.

Local contacts.

	Skill/ Abilities
	Ability to communicate effectively both verbally and in writing to a range of audiences including colleagues and members of the public.
Skilled at project working and delivery in a cultural and community setting.
Proficient with the Internet, Email and Social Media
Ability to effectively organise own workload and ensure projects are completed to timescales
A good knowledge of the arts and the wider cultural sector
Flexibility and a desire to work in a co-operative, collaborative way with other individuals and teams within the organisation

	



Bid writing/grant application skills.


	Education & training
	GCSE English and Maths

Educated to degree level and/or demonstrable experience of work in the Creative Cultural Industries

	




To apply: please send CV and a covering letter, detailing how you meet the person specification for this position.

DIVERSITY COMMITMENT

The Guildhall Trust is committed to promoting equalities and celebrating diversity and we welcome applications from people from diverse and underrepresented backgrounds.

If you would prefer to submit your application by video or through a different format or have any other questions surrounding access requirements, please feel free to get in touch with us.

We are committed to offer an interview to candidates with disabilities, providing they meet the minimum requirements of the job role. Please let us know via the optional Equal Opportunities and Monitoring Form.

Please let us know when submitting your application, if you have any access requirements.

Closing Date: 5pm, Thursday 22nd December 2022
Shortlisting for Interview: Week commencing 2nd January 
Interview Date: Week Commencing 16th January 2023
Please send completed applications to: hayley.reay@portsmouthguildhall.org.uk 
Hayley Reay, Portsmouth Guildhall, Guildhall Square, Portsmouth, PO1 2AB
Any questions, please call Hayley on 02393 870 193

Context
The Guildhall Trust’s vision is to become one of the country’s leading cultural organisations which places its communities at the centre of everything it does, inspiring, entertaining and transforming lives.
A registered charity, The Guildhall Trust provides a range of inspirational opportunities through its interactive ‘Get Involved’ programmes, events that it produces and manages including the successful Portsmouth Comic Con and is responsible for the operation of Portsmouth Guildhall.
In 2010, Portsmouth City Council created an Independent not for profit Distributing Organisation (NPDO) to take over the running of the Guildhall and Portsmouth Cultural Trust was formed, becoming a registered charity in 2013. Following an extensive consultation process and rebrand the Trust changed its name to The Guildhall Trust in 2019.
Portsmouth Guildhall has a 2000 seat Concert Hall which hosts a world-class programme of music, comedy, dance, drama and family shows and events and a new 170 seat Studio staging children’s theatre and workshops, contemporary dance, drama, comedy and niche music.
The venue is also one of the leading Conferencing centres on the South coast offering a unique selection of rooms for hire and is licensed for weddings.
An open venue, the Guildhall has permanent and temporary exhibitions, an accessible business lounge and a thriving casual dining space, The Square Kitchen.
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