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PART TIME - FIXED TERM



INTRODUCTION & BACKGROUND  
COLLECTED WORKS CIC (CW) is seeking a a highly committed, proactive, friendly and 
enthusiastic all-rounder to assist the Artistic Director and Youth Outreach Manager 
between: September 2018 – June 2019.

HOURS  
The job is 1 day per week, ideally spread over two sessions, though this is negotiable. 
The position is being offered initially as a fixed term contract until the end of June 2019, 
with a 2 month probationary period. This will be reviewed before the end of the contract 
and there may be the opportunity for the role to be ongoing.  
FEE: £80 per day based on an 8 hour day (£20,800 pro rata) This is offered as a 
freelance contract, but PAYE could be an option.

THE ROLE  
This is a great opportunity for a positive, adaptable candidate with strong written and 
communication skills and the ability to multitask. Administrative experience is essential, 
and an interest in literature and the publishing industry, as well as some design 
experience would be an advantage.

You will be providing admin assistance to the Artistic Director and Youth Outreach 
Manager. This will involve a range of duties including: managing diaries, sending out 
newsletters and emails, updating databases, creating content, posting to social media 
accounts, dealing with stakeholders and drafting contracts.

You will be working mainly from our Hanover office, but part of your role will involve 
helping at events and attending meetings with senior staff out in the community. 

Ideally you will have experience of providing admin assistance in a charity, social 
enterprise or small organisation, with a track record of being proactively supportive to 
senior colleagues. 

ABOUT COLLECTED WORKS  
Collected Works CIC is an award winning social enterprise that was established in 2012 
to share the joy of reading with the whole community. We are a values driven 
organisation which believes in community empowerment, social equality and the power of 
literacy. Alongside its hip, affluent image, Brighton & Hove is home to some of the most 
deprived areas in England. We target these areas delivering fun, innovative projects that 
inspire reading for pleasure and offer literacy support, so that people in those 
communities can learn new skills and take control of their own lives. 

You will be joining CW at an exciting time, working with the Artistic Director and a newly 
appointed Youth Outreach Manager as we develop our new vision for achieving greater 
literacy equality and diversity within our city and beyond. 

Many thanks for your interest in this role, we look forward to receiving your application. 

Sarah Hutchings - Artistic Director, Collected Works CIC
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APPLICATION PROCESS

To apply for this job, please submit both a CV and covering letter by email to 
sarah@collectedworks.co.uk by 9am on Monday 6th August 2018. Please note that 
CVs alone or cover letters which do not meet the criteria listed below will not be 
considered. 

The covering letter must include the following: 

PERSON SPECIFICATION Please use the 7 subheadings on Page 5, within the 
Essential Skills and Experience category, to illustrate how your experience and skills 
demonstrate your ability to undertake this role. If you wish to briefly include a few 
examples from the Desirable Skills and Experience category too, that is optional.

INTEREST IN WORKING FOR CW Please explain why you are interested in working for 
Collected Works CIC. 

YOUR FULL CONTACT DETAILS Please include your full contact details: email 
address, postal address and telephone number on your covering letter. The letter should 
be addressed to: Sarah Hutchings, Artistic Director, Collected Works CIC.

REFERENCES Please provide details of two references – including for each the name, 
position, capacity in which you know them, phone number and email address. One must 
be your current or most recent employer. Please note, we will not contact your referees 
without your prior consent and only if you are being offered the role.  
 
INTERVIEWS The interviews will be held on Tuesday 14 August 2018 in central 
Brighton. We will aim to notify all candidates if you have been successfully shortlisted 
for an interview by 5pm on Friday 10th August 2018. 

 
START DATE The successful candidate will ideally be available to start during the week 
commencing Monday 10th September 2018. 

ENQUIRIES If you have any questions regarding the role please contact CW’s Artistic 
Director Sarah Hutchings: sarah@collectedworks.co.uk   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JOB OVERVIEW 
 
Job Title: Administrative Assistant. 
Main Purpose: To provide admin support to CW’s Artistic Director and Youth Outreach 
Manager. 
Hours: 8 hours PW 
Contract: Fixed Term September 2018 – June 2019, with a 2 month probationary period. 
Fee: £80 per day based on an 8 hour day (£20,800 pro rata).This is offered as a 
freelance contract, but PAYE could be an option. 
Workbase: CW’s Hanover Office, Brighton  
Reporting to: Artistic Director

JOB DESCRIPTION  
This is an excellent opportunity for a dynamic, self-motivated, adaptable arts professional 
with good communication skills and the ability to multitask. The candidate should have 
strong written and organisational skills with an ability to prioritise. A friendly, ‘can do’ 
attitude is essential. This role will involve a variety of admin tasks, liaising with partners 
and stakeholders and working on CW events. You will also be updating social media 
accounts for which we will provide in-house training. PA experience would be an 
advantage, but is not essential, and an interest in literature and the publishing industry 
would be useful. 

MAIN DUTIES
Admin Support. To provide administrative support to the CW’s Management Team, with 
things like: funding applications and reports; managing diaries, booking appointments 
and arranging travel when required and mail outs to local groups. 

Communications and Social Media. To actively liaise with clients and stakeholders, 
collate material for CW’s website, email newsletters and social media accounts. Working 
with the Artistic Director and Youth Outreach Manager to help administer, create and 
regularly post content to promote and maintain CW’s positive profile and to promote our 
work. 

Record keeping and databases. To maintain organisational paper and electronic 
records and filing in an easily accessible format and in line with data protection 
regulation.  

Events. To provide administrative support for CW events including venue bookings, 
event promotion, preparing materials, reception duties, coordinating refreshments, etc.  

General. To undertake all other reasonable tasks and responsibilities as requested by 
your line manager.  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PERSON SPECIFICATION
Essential Skills and Experience 
1. Administration. Excellent organisational skills with experience of providing admin 

support. Exceptional attention to detail. 

2. Systems. Experience of developing, maintaining and improving databases.

3. IT.  Excellent IT skills, on a Mac (preferably): word-processing, databases, spread 
sheets, email and the internet.

4. Skills and Communication. Strong communication skills, both verbal and written. 
Ability to relate well to many different sectors of the community, including funders and 
stakeholders.

5. Proactive. Demonstrable experience of working independently and managing your 
own work load, with the ability to be proactive and use your own initiative.

6. Teamwork. Friendly and personable demeanour, with the ability to work as a 
member of a team with a positive, lively, enthusiastic and flexible approach to the 
work. 

7. Equal Opportunities. A commitment to equal opportunities practice. 

 
Desirable Skills and Experience

1. PA experience. PA experience would be an advantage.

2. Education. A degree in English or an Arts subject.

3. Design experience. Strong design skills and willingness to develop in this area.

4. Newsletters. Experience using an email marketing platform such as Mailchimp. 

5. Sponsors. An understanding of the needs of corporate sponsors and partners.

6. Events. Experience of working in events, in a front of house capacity or similar.

7. Book lover. A voracious reader with the ability to confidently share enthusiasm for 
books.  
 

COLLECTED WORKS CIC  
collectedworks.co.uk 
sarah@collectedworks.co.uk   
07985 159618
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