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Dear Applicant
Re:  Position as Youth Theatre Co-ordinator 
Thank you for your interest in becoming the Youth Theatre Co-ordinator at Warwick Arts Centre for the 2014/15 academic year.  Please find attached a job description along with an application form.  
The deadline for all application forms is 10am on Monday 9 June 2014 and completed forms can either be returned in the post or via e-mail.
Applicants successfully chosen to be interviewed will be contacted by email by Tuesday 10th June 2014  and interviews will take place on the 12th and 13th of June 2013. 
We look forward to receiving your application form.
Yours sincerely,
The Education Team 

Warwick Arts Centre

ed.artscentre@warwick.ac.uk
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Youth Theatre Co-ordinator
Job Description
General Information
The Warwick Arts Centre Youth Theatre is divided into four groups, three which take place on a Saturday and one on a Monday evening.  These are as follows:
Youngest Group
8 – 11 yrs
Middle Group
11 – 14 yrs
Oldest Group

14 – 16 yrs
Senior Group

16 – 18 yrs (Monday)
Each group has up to 24 members and we hold waiting lists for others wishing to join.  
The sessions run for 10 weeks, in line with The University of Warwick term time, and for 3 terms across the year.  At the end of the summer term, each group works towards a performance which is staged at Warwick Arts Centre.
Each Saturday group has 2 leaders who work collaboratively, overseen by the Youth Theatre Coordinator who attends each week but doesn’t lead a group.
Job Description
1. To plan and devise the programme of the Youth Theatre with workshop leaders, the Education Director and Education Officer and to ensure its implementation.
2. To liaise with the Senior Group Leader on a regular basis regarding termly planning and opportunities for groups to work together where appropriate.
3. To organise and chair planning meetings when necessary.  To meet at 10.30am each Saturday with leaders before sessions.
4. In discussion with the Education Officer, buy-in expertise where required in order to complement and develop skills of leaders and members in drama and related arts.
5. To deploy leaders in order to make best use of their various individual skills and strengths.
6. To attend all working sessions (Saturday 11am – 1.30pm term time) assisting leaders where appropriate.
7. To communicate agreed plans to leaders, Education Director, Education Officer and related Arts Centre staff as and when necessary.
8. To communicate with parents as appropriate.
9. To be responsible for the care and welfare of Youth Theatre members and equipment and Warwick Arts Centre premises.
10. To maintain and administrate membership, including an accurate waiting list.
11. To administer the Youth Theatre budget in close association with Warwick Arts Centre Finance Department, including the regular paying in of fees and keeping clear and up to date financial records.
12. To identify theatre productions (at Warwick Arts Centre and elsewhere) 
      Suitable for members and to organise theatre trips.
13. To, at the end of the summer term, handover accurate membership lists, contact details and relevant documentation to the new Youth Theatre Coordinator.
Job Information
The position of Youth Theatre Coordinator is for the Academic Year 2014 - 2015
Working Hours:
· 10.30am – 1.30pm every Saturday during term time
· Additional hours as and when appropriate for administration and contact with new and existing members, and parents.
· At least two week’s notice should be given to the Education Officer if it is not possible to work on any particular Saturday. Any session not worked will not be paid. 
· Punctuality and regular attendance is expected.
Fees:
· £45.00 per session ( Autumn, Spring and Summer term )  

· £180.00 for Summer term performance ( to reflect extra hours )

Payment is made directly into bank accounts in two monthly instalments each term.
DBS check (Previously known as Criminal Records Bureau Disclosure)
In line with Warwick Arts Centre policy, all Youth Theatre Leaders are expected to provide a current (no more than two years old) DBS Enhanced Disclosure with Barred Lists (Criminal Records Bureau Enhanced Disclosure) through the University of Warwick or be willing to apply for one before the position commences.  Any new applications will be administered by the University of Warwick’s Human Resources Department and be paid for by Warwick Arts Centre.  It is important to note that as a member of staff of the University of Warwick, the DBS disclosure must be obtained through the University and we are not able to accept one provided by another place of work. 
[image: image3.jpg]warwick
arts centre




Youth Theatre Group Co-ordinator  2014/15
Application Form
Name: 








M/F:



University Address: 











Home Address:























Tel:





E-mail:






Course being studied:


Current year of study

__________
Why have you applied for this post?
What relevant experience do you have?
What skills and qualities could you bring to the Youth Theatre?
What would you like to get out of the work?
Is there any additional information that you think would be of interest?
Interviews for this post will take place at Warwick Arts Centre on 12th and 13th June 2013.  Please indicate here if you have prior commitment e.g. Exams and your preferred date. 
Please return this application form via e-mail to Education Team, Warwick Arts Centre ed.artscentre@warwick.ac.uk or via post to: The Education Team, Warwick Arts Centre, University of Warwick, Coventry, CV4 7AL by 10am on Monday 9th June  2014.

