
Pure Creative Arts 

Job Description

	Job Title
	Youth Performance Manager

	

	Hours
	8 hours per week (1 day)

	Salary Scale
	SCP 22-28(19,621 – 23,708) pro rata

	Accountable to
	Managing Director 

	Staff Responsible for
	Volunteer Team and CAS Co-ordinator

	Main working contacts
	Clients, Young people, Pure Team

	
	


Main Purpose of Post: 

To manage and develop all areas under the performance department that involve working with young people. 
Main Responsibilities

1. Manage the Creative Arts School performance against agreed targets and budgets, and within policies and standards. 

2. Line manage the CAS Co-ordinator to ensure the performance activities at the weekly classes and holiday projects achieve agreed targets and standards for quality, culture and legislative adherence. 

3. Grow, develop and expand the existing CAS project both nationally and locally.
4. Manage the budgets for all performance projects for young people including the CAS alongside Pure Creative Art’s Operations Manager, including working on suitable funding applications.
5. Hold appraisals with volunteers and staff (where appropriate) and run regular team meetings. 

6. Manage reporting as necessary on changes in standards (internally and externally initiated) and on performance against standards.
7. To manage the promotion of the services and increase the quality of the Creative Arts School and further developments, to increase viable numbers of students attending.

8. To oversee the liaising with service users (where impacting/affected by quality issues)

9. To ensure adherence to the Health and Safety regulations in this area.
10. To supervise all aspects of the development of projects nationally, ensuring that the standards and evaluation methods are robust and excellent. 

11. To oversee the business development side of projects nationally, while closely liaising with the Director and Operations and Business Manager.
General 

1. Quality control of all the services that Pure Creative Arts School Provide

2. To implement and follow Pure Creative Arts policies and procedures

3. To maintain accurate records in each area of your responsibility

4. To undertake any training necessary and participate in the organisation’s supervision and appraisal system. 

5. To represent Pure Creative Arts and undertake other tasks in support of the organisation as required by your line manager.

Equal Opportunities

Pure Creative Arts is committed to equal opportunities, anti-discrimination and anti-oppressive policy and practice. No one we have contact with may be discriminated against either directly or indirectly on the grounds of gender, race, nationality, religion, cultural group, marital status, sexual orientation, age, or impairment. The policies apply to job applicants, employees, volunteers, users and beneficiaries of our services. 

Job Description 

All jobs are subject to change from time to time and this job description will be reviewed regularly.

This job description is a guide to the work you will be required to undertake and represents a range of responsibilities commensurate with the grade for the post. 

	Prepared by:
	Tamsin Evans

	Approved by:
	Managing Director and Board of Trustees

	Date:      
	January 2012


Signed by Post holder:





Date:

Person Specification

Creative Arts School Manager
	KEY:

E= Essential  D= Desirable   A= application
I = interview 

R= references
P= Practical

S= Short listing criteria

	Requirement
	Essential/

Desirable
	Assess from:

	Qualifications
	
	

	Four GCSE at grade C or above including Maths and English
	E
	A, I, S

	Qualifications, ideally a Degree in subject related to Creative Arts
	D
	A   S

	Knowledge
	
	

	Knowledge of Excel, Word and Access
	E
	P, A, S

	Knowledge of bookkeeping
	E
	P A I R S

	Knowledge of charity accounting requirements
	D
	A, I

	Skills
	
	

	Ability to teach dance or singing to a high standard
	E
	P A I R

	Keyboard skills and Computer literate
	E
	P A I R

	Design and publicity skills
	D
	

	Literacy
	
	

	Good standard of written and spoken English
	E
	P A I S

	
	
	

	Experience
	
	

	Experience in a coordination role of after school activities
	E
	A I R S 

	Experience working with children aged 5 and above
	E
	

	Experience of managing volunteers
	D
	A   S 

	Personal Attributes
	
	

	Committed to equal opportunities, anti-discrimination, anti-oppressive policy and practice and social inclusion
	E
	A S, I

	Committed to the values and work of Pure Creative Arts
	D
	I

	Able to work as part of a team and on own initiative.
	E
	I

	Enthusiastic and Self motivated 
	E
	A, I

	Ability to work sensitively with people of differing viewpoints. 


	E
	I
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