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JOB DESCRIPTION

Job Title:  Street Circus Coordinator

Responsible to:  Performing Arts Coordinator and Project Producer
Responsible for:  Freelance artists, youth support workers and volunteers
Department: Performing Arts


External Contacts:
Young people, artist-tutors, community organisations, arts organisations, educational institutions, circus industry partners.
Salary: 
£25,000
About the Roundhouse:

The Roundhouse’s purpose is to enable young people to realise their creative potential and to offer audiences, of all ages, new and extraordinary experiences in live music, theatre, dance, circus, spoken word and new media. 

The Roundhouse’s Vision: 

The Roundhouse inspires, pioneers contemporary culture and places young people at its heart

MAIN PURPOSE OF POSITION
With the Performing Arts Coordinator & Project Producer and the Circus Producer, coordinate a coherent, dynamic and ground breaking street circus programme for young people aged 11 -25 across London. The Street Circus Coordinator will coordinate the delivery of all Street Circus programmes at the Roundhouse and off site in a range of community settings which will have a year on year increase over the course of 3 years.
DUTIES & RESPONSIBILITIES
The Street Circus Coordinator will:
Coordinate the Street Circus Programme Set-up and Delivery:

· Coordinate the Street Circus Programme including Drop In sessions, school and PRU sessions, the Street Circus Company, offsite outreach projects and taster sessions across London

· Identify key stakeholders that will support offsite delivery, such as arts organisations and Local Authorities, manage the partnerships with these stakeholders
· Work with the Education Networks Coordinator to  build on our existing schools and  PRU’s  street circus programme

· Identify community groups and referral agencies to promote the Street Circus ‘Drop-in’ sessions and satellite programmes through coordinating taster sessions

· Make site visits to prospective venues to assess suitability for Street Circus workshops

· Assist the Circus Producer and Performing Arts Coordinator & Project Producer to build the freelance tutor pool 
· Coordinate and Manage the Street Circus Mentor Programme
· Maintain a regular presence during workshops to build relationships with participants and assisting  workshop delivery (This may involve regular evening and weekend work)
· Coordinate regular showcase and performance opportunities for Street Circus Participants
· Support the Performing Arts Coordinator & Project Producer with the delivery of large scale performances and productions
· Liase with the Circus Producer to coordinate master classes with visiting circus artists.
· Coordinate visits for Street Circus Participants to see relevant productions and performances. 
· Ensure that participants from the Street Circus Programme play a meaningful role in CircusFest 2012 and 2014. 
Oversee the management and administration of the Street Circus Programme 

· To be the main point of contact for young people,  Roundhouse departments and delivery partners in all aspects relating to the Street Circus programme.

· When required, to be a Roundhouse spokesperson for the Street Circus Programme
· To contribute to marketing copy and any promotional material where necessary.

· Coordinate the scheduling and planning of the Street Circus Programme ensuring all tutors are clear on what sessions they are delivering and that the Programme Administrator has contracted appropriately

· Ensure Youth Support Workers are booked and hours are logged
· Ensure all appropriate risk assessments are carried out, maintained and adhered to
· Manage and monitor allocated budgets 

· Coordinate the transportation of circus equipment to and from the Roundhouse

· To be responsible for ensuring all necessary data is captured and maintained on Roundhouse data systems, such as contact details of all partners, tutors and young people, attendance records and any other quantitative or qualitative measures as agreed by the Head of Youth Strategy for monitoring and evaluation purposes

· Contribute to funding applications and reports through providing current statistical and anecdotal information such as testimonies from participants, parents and partner organisations. 
General

· To be committed to putting young people at the heart of everything we do 

· To promote and comply with current legislation and the Roundhouses policies on Equality, Diversity and Health & Safety both in the delivery of services and the treatment of others.
· To promote, develop and comply with our policies and practices to lessen the environmental impact of the Roundhouse
· To be responsible for identifying and undertaking training and personal development to meet business needs.
· To undertake any other reasonable duties, commensurate with the level of the post so as to ensure the smooth running of the Roundhouse.

REVIEW ARRANGEMENTS
This job information cannot be all encompassing.  It is inevitable over time that the emphasis of the job will change without changing the general character of the job or the level of duties and responsibilities entailed.  Consequently, this information will be periodically reviewed, revised and updated in consultation with the post holder to reflect appropriate changes
PERSON SPECIFICATION
Essential
· Experience of coordinating or supporting the coordination of projects for hard to reach young people

· Experience of working in culturally diverse settings
· Excellent people management and communication skills
· Excellent organisational and project management skills

· Excellent written and verbal skills

· Experience of working in a team and managing part-time staff, trainees and volunteers
· Confident user of Microsoft Word, Excel

· Willingness to undergo training in the use of Tessitura database system

Desirable

· Ability to multi -task

· Knowledge and experience of street dance and circus skills particularly ground based acrobatics

· Experience of managing risk assessments
· Ability to monitor expenditure, keep to a budget and provide budgetary information
· Experience of writing reports and presenting information to funders and other external contacts
Conditions
Contract

3 year fixed term 
Hours


40 hours per week
Annual Leave

The annual leave period runs from April to March and you will be 




entitled to 25 days holiday (Pro Rata) per year plus Bank Holidays

Notice Period

1 month (after successful completion of the 3 month probationary period)
