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JOB DESCRIPTION

	
Job Title

	
Administrator

	
Salary
	
£18,240 Pro Rata 5 month contract
10 hours per week


	
Reporting to
	
Artistic Director and Project Manager 


	
Job Purpose
	
To provide administrative support to the Artistic Director and Project Manager during the CHAPS theatre tour scheduled during 2006


	Key Responsibilities:

	
Administration 


· Act as the first point of contact for general enquiries about Ascendance Rep.


· Maintain the smooth running of the office, ensuring that incoming and outgoing post is properly dealt with, maintaining filing systems, dealing with travel and accommodation arrangements and general correspondence and telephone calls.
· Maintain the office systems including IT software and hardware, communications, managing the company’s database systems in accordance with the Data Protection Act.


· Arrange storage facilities for sets, props and costumes.
· Ensure payroll systems, contracts and disclosure forms are in place and up to date. 

· Undertake basic bookkeeping, including cashbook system, and log and track incoming and outgoing invoices and petty cash receipts.
· Manage office petty cash.



	· Assist the Artistic Director / Project Manager in the preparation of monthly and quarterly management accounts and with the preparation for the annual audit.


· Assist the Artistic Director / Project Manager with bank reconciliations and cashflows.


· Make arrangements for Board meetings and notify Board Members. 


· Deputise for the Artistic Director / Project Manager as required.

Artistic, Production and Education 

· Promote the artistic values of Ascendance Rep to all staff members and other relevant companies /institutions.


· Assist the Artistic Director / Project Manager with the coordination of the company’s tours.

· Assist the Education Coordinator with the administration of the company’s education programme.


· Maintain and distribute lists of contacts to the production team and performing company.


· Prepare and distribute key information to all performing and production staff in advance of rehearsals.


· Liaise with the Artistic Director / Project Manager to calculate and distribute subsistence and travel payments, including negotiating payments for education work.


· Attend rehearsals and performances as required.


· Be responsible for evaluation procedures and ensure evaluations are carried out at the conclusion of each programme, and reported to the Project Manager.



	Timescale


The Administrator will work from August 2006 to November 2006.



	Signed: (Job Holder)                                                       Date

Signed: (Trustee)                                                            Date


Registered Address: 6 Granby View, Headingley, Leeds, LS6 3AT


Ascendance Rep is the trading name for The Ascendance Repertory Company Ltd  
Company No. 5496869  Registered Charity No.1110747
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