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JOB DESCRIPTION

Job Title:

Inspire Manager 
Status: 

Full Time – Part-Funded
Department:

Inspire Arts Trust 
Responsible to:
General Manager 

Location:

Caedmon Complex, Thornbury, Bristol

The Context
The Inspire Arts Trust is a national charity is all about inspiring young people through music and dance, to be creative, realise their full potential and to live their dream.  Based at one of the UK’s leading performing arts centres – Caedmon Complex, Inspire offers a wide range of activities including: live performing arts programmes, one-to-one mentoring, pupil referral, arts workshops in schools and performances within the education sector, extended youth services and Social Services.  Inspire also works in young offenders institutions and also produces musicals for the wider community and corporate sectors. 
Purpose of the job: To outwork the business plan for Inspire which includes developing Inspire’s work in the education sector, our work with young offenders, and delivering a successful Live Performing Arts Academy for the South West. To service the wider community and business sector through musicals and presentations. To manage the Inspire staff and volunteers.
Key Responsibilities and Accountabilities
Schools
· To market Inspire’s portfolio of activities to the schools in South Gloucestershire, Bristol and surrounding areas.

· To meet with school personnel to sell the work of Inspire in the school

· To ensure effective delivery of any work carried out by Inspire in the schools

Young Offenders

· To ensure effective delivery of current Young Offenders programmes.

· To help grow and expand the work with Ashfield and other Young Offenders institutes, including looking at enrichment programmes, day release programmes and other long term apprentiship opportunities.

Live Performing Arts Academy

· To be involved in the set up and delivery of a brand new performing arts academy for South Gloucestershire which includes:

· Contributing to and delivering and effective marketing campaign

· Liaising with schools, council and other bodies to market the course through their services.

· Appointing tutors and overseeing effective delivery of course.

· Writing prospectus, meeting prospective parents and dealing with enquiries.

Business Development:

· Developing Inspire’s relationships with businesses in the area including looking at what services we could offer them e.g. team building, venue hire etc. and how they can help us e.g. funding.  
· Marketing Songs from the Shows into business and corporate sector for hire.  

Partnerships:

· Maintaining current partnerships with the local council, extended services workers, schools, businesses and other areas.

· Building new and effective partnerships to benefit the work of Inspire.  
Finance, Administration and General
· Write and administrate the budget for Inspire and the projects that come under it’s umbrella.
· Work with the Funding & development Coordinator to submit funding bids for the work of Inspire.
· Liaise with the finance office regarding invoices and payments. 

· Write reports and give presentations to funders as appropriate. 
· Ensure good practice is followed in respect of Inspire’s general policies – Health & Safety, Safe from Harm, Data Protection and Equal Opportunities.  

Responsible for: Inspire staff, volunteers and freelance tutors. 

Person Specification 
	Criteria
	Essential
	Desirable
	Assessed by

	Qualifications 

Diploma, degree or equivalent from a arts training provider. 

	
	Yes


	
	
	

	Experience / Knowledge 

At least 2 years teaching / workshop experience in the formal or non-formal music education sector. 
Previous experience of arts project management. 

Experience in partnership working and securing external funding. 

Awareness of current best practice in the arts education and youth work sectors. 


	Yes


	Yes

Yes
Yes
	
	
	

	Skills

Excellent verbal and written communication skills. 
Computer literacy including email, Excel and Word packages (databases desirable). 

Basic budgeting techniques.

Prioritisation and delegation techniques. 

Effective time-management, organisation and strategic planning skills. 


	Yes
Yes

Yes

Yes 
	Yes


	
	
	

	Attributes 
Initiative and self motivation. 

Willingness to work as part of a team. 
Heart for communicating the Christian faith.

Positive approach to customer service and an able networker 

Creative ideas generator.  

Interest in social justice issues 

Willingness to work outside normal office hours as necessary. 

Current driving licence. 
	Yes
Yes

Yes

Yes


	Yes 

Yes

Yes
Yes
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