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JOB DESCRIPTION

	Job Title 
	Education Coordinator



	Reporting to
	The Trustees and Artistic Director



	Job purpose
	Provide support for the education programme of the company theatre tour scheduled during 2006.

Research and build links with a wide range of disadvantaged groups in Leeds in support of the company’s on-going education work.

Support the aims and objectives of the company strategic business plan.



	Key responsibilities:

	General Education Programmes

· Review the current education programmes undertaken by the company and identify any potential to expand programmes with existing clients and contacts.

· Research and identify new opportunities to expand the company’s programme of education work within Leeds and nationally to include, but not be limited to, disadvantaged groups including disabled people, young offenders and young people at risk of exclusion. 

· Review and update the company’s current database of education, community contacts and clients.

· Attend and participate in meetings relating to all aspects of the education programme and where appropriate communicate outcomes to Trustees and the Artistic Director.

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

· Undertake a company induction.
· Act as a reference point for all matters relating to the company’s education work.


	· Ensure that the Artistic Director is kept up to date with all relevant issues.

· Ensure that the Project Manager is kept up to date with all financial issues.

· Teach in line with Ascendance Rep’s education policy and current repertoire. 


· Deliver residency based and promotional workshops for the young.


· Teach in a style and manner appropriate to group/individual needs.

· Nurture and encourage the potential of each individual, to stimulate creativity and confidence.
Specific Education Programmes

· Set up and manage an education programme to run alongside the company’s national CHAPS tour during 2006 and make preparations for planned education projects for 2007 and 2008.

· Collate and evaluate feedback from the specific education programmes run by the company, including the CHAPS tour.

Administration 

· Provide support to the Artistic Director in relation to education elements, including producing correspondence and documentation, managing diaries, taking telephone messages, developing relationships with education clients, organising meetings and filing.

· Ensure education programme records are kept up to date.

· Act as the key contact for education enquiries.

· Organise bespoke presentations and workshops. 

· Delegate and prioritise work according to deadlines.




	Marketing

· Pro-actively cross sell Ascendance education services where possible.


· Act with honesty and integrity to further the good name of the company.


	Timescale


The Education Coordinator will commence work from 7 August 2006 to 7 December 2006.



	Signed: (Job Holder)____________________________________Date:____________

Manager/Supervisor ____________________________________Date: ____________
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