The Little Angel Theatre

Education Assistant (Intern)
Job Description 
 

 

Role: 


Education Assistant (Intern)
Reporting to: 
Education Manager
Working with:
Education Manager and Education Officer
Responsible for: 
Supporting Little Angel’s Education and Participation Department and assisting the Education Manager and Officer as directed

Hours and days of work:  The intern will need to commit to a minimum of 2 days per week at Little Angel.  The minimum hours are Saturday 9.00 – 3.00 pm and Tuesdays 2.00 – 10.00 pm.  There is also an opportunity to work another day a week in the office, by agreement, or to assist on projects in schools (where appropriate)  

Length of placement:  This will be for a 5 month placement beginning in February to mid-July 2012.
Areas of responsibility:
1.  Courses and Classes
 

· Work in collaboration with the Education Officer to ensure the setting up and smooth running of the spring/summer term 2012 of courses for children, young people and adults.  Duties will involve:  Recruitment of participants; creating bookings book; confirmation letters; consent forms; registers;  weekly attendance of classes as key contact person; liaison with parents, children and workshop leaders; setting up showcases; evaluation procedures.
2.  Education Projects

· Assist the Education Manager and Officer, as required, on the development and running of education projects in schools and the community.
3.  Administration

· Day-to-day education administration and responding to general enquires via phone, post and email

· To take part in the regular business and any other relevant meetings

· To help maintain and update the education database

· Assist in the production and distribution of education publicity materials. 

· To represent the company as and when required at performances, workshops, and other networking events.

4. Other

· Adhere to stated policies and procedures relating to health and safety and Equal Opportunities

· Adhere to procedures relating to the proper use and care of equipment and materials for which the role has responsibility.

· Any other ad hoc duties requested by the company.

Person Specification:

The appropriate candidate will possess:
· An interest in arts education

· A knowledge of, or willingness to learn about, puppetry-in-education
· Good communication skills, both oral and written. 

· Strong organisational skills

· The ability to juggle multiple tasks

· A good level of computer literacy, specifically knowledge of Microsoft Office (Word and Excel)

· An ability to work independently or as part of a team

· Experience of working in an office environment.

· A flexibility and willingness to learn
· Available to work on Saturdays from 9.00 am to 3.00 pm, Tuesdays from 6-10 pm, plus up to 1 day  during the week (TBA)
To apply:
Send your CV with a covering letter explaining why you are interested in the position and confirming your availability on the required days to Slavka Jovanovic, Education Manager:
education@littleangeltheatre.com
Please include the names and contact details of two relevant referees (we will only contact referees of shortlisted applicants)

