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Project Manager (part time, fixed term contract until May 2019) 
Cabinets of Curiosity (a partnership project with Bridport Arts Centre & Bridport Museum) 

Dear Applicant

Thank you for your interest in this post.

We are looking for a Project Manager to run a new project called Cabinets of Curiosity. The project will work on reminiscence workshops (art and poetry) in care homes in Bridport and surrounding community. The conclusion of the project will involve an exhibition in Bridport. Previous Project Management experience is essential.

Attached are the application form, job description, person specification and summary of terms and conditions. 
· Applications must be received by: Friday 2 November, 2018. Please send to Dee Fenton, Operations Manager, Bridport Arts Centre, South Street, Bridport DT6 3NR or email to dee@bridport-arts.com.  

· Applications received after this date and time will not be considered. 

· Interviews for the post will take place on TBC
· Further information about Bridport Arts Centre can be found on our website: www.bridport-arts.com.

For an informal discussion about the post, please call the Operations Manager, Dee Fenton on 01308 427183 or email dee@bridport-arts.com.

This role is supported by the Heritage Lottery Fund.

We look forward to receiving your application.

Dee Fenton
Operations Manager
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Project Manager – Cabinets of Curiosity : Application Form

First Name



Surname/Family Name

Address

Post Code

Tel. (Home)



 Tel. (work or mobile)

Email:

Education (please start with the most recent)

	Dates
	School/College/University
	    Qualification and Grade

	
	 
	

	
	
	

	
	
	


Employment History (please start with your most recent post)

	Dates
	Employer
	Position/main duties
	   Reason for Leaving & Final 
   salary



	
	 
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Relevant training and professional qualifications (please continue on a separate sheet if necessary):

Please outline your suitability for the post: 

(Please refer to the job description and person specification. Please continue on a separate sheet if necessary Please do not attach a CV)

Why are you applying for this post?

(If you add extra sheets please ensure they are numbered and have your name on).

If currently employed what notice do you have to give?………………………………..……

How many days sickness absence have you had in the past 12 months?………..……….

Referees (one of which must be your current/most recent employer. If self employed, you may use a client as a referee):

Name:





Name: 

Position:




Position: 

Address:




Address: 

Day Tel:





Day Tel: 

(We will only contact your referees if your application is successful).

Data Protection Act 1994

I agree that the information given in my application being stored on manual and computerised files for relevant employment –related purposes within the terms of the Data Protection Act 1994 

Declaration:

I certify that the information given on this form is, to the best of my knowledge, true and complete, and can be treated as part of any subsequent contract of employment.  

Any false statement or omission may be sufficient cause for rejection or for an employment contract to be invalidated and the employee subject to disciplinary action or dismissal.

Signed……………………………………………………    

Date………………………………………

n.b. Right to Work Checks will be carried out on successful applicant, prior to appointment.
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Project Manager – Cabinets of Curiosity:  Job Description 

Job Title: 

Project Manager
Responsible to: 
Director of Bridport Arts Centre & Director of Bridport Museum 
Responsible for: 
Volunteers, Staff allocated on Project Basis 
Hours:

Part time – Maximum of 24 hours per week
Salary:

Agreed fee on application (Maximum of £4,000)
Purpose of post

To work with Bridport Arts Centre and Bridport Museum on delivering a reminiscence, consultation project based on Bridport’s historical collection of artefacts.  The project will run from October 2018 through to May 2019.

To co-ordinate all aspects of the project including training, communications with contacts, management of budgets and management of volunteers/practitioners.

1.0 Project Co-ordination 

1.1 To source and work with three care homes to deliver the project in and around Bridport.
1.2 Work on a project plan with Bridport Museum and Bridport Arts Centre, including setting and delivering realistic deadlines. These deadlines should be agreed and communicated with the two organisations.

1.3 Manage a budget for all activities.

1.4 To source and work with volunteers on shared project goals, so Cabinets of Curiosity can be delivered to a high standard.

1.5 Setting up and assistance of delivery of training needed to complete the project, from communication with older people (Age UK), to how to handle historical artefacts.

1.6 Communication and management of freelance practitioners (Literature & Art), making sure information that is needed is shared, and they are able to deliver the project in a safe environment 

1.7 On concluding the work done in care homes, organising (with Bridport Museum staff & volunteers) the creation of the cabinets 

1.8 Project management and coordination of the exhibition displaying all the work completed by the residents to create a visual representation for everyone to access the project.

1.9 Evaluation of the project through surveys, and other forms of communication to gain as much feedback about the collection as well as the project.

2.0 Marketing and Audience Development 

2.1 Work with external designers and printers for all publicity materials needed to support the project. 
2.2 Work on items needed to complete the exhibition at Bridport Arts Centre, including organising signs for display as well as materials to advertise the exhibition. 

2.3 Update the relevant websites and social media sites at both companies

2.4 Working with the local media, draft press releases and secure editorial coverage for the project making sure the relevant funders are credited.

2.5 Evaluation and record in a report the conclusion of the project

3.0 Budgetary Management 

3.1 To have responsibility for the efficient and effective management of delegated budgets.

3.2 To maintain and up-to-date and accurate budget.

3.3  Ensure that financial procedures, policies and guidelines are complied with at all times.

4.0 Personnel Management 
4.1 Provide direction, instruction, guidance, support and supervision to staff/volunteers under his/her responsibility.
4.2 Work to ensure high levels of morale motivation and communication amongst staff, volunteers and practitioners at all times.

5.0 Miscellaneous 

5.1 To be familiar and comply with all relevant Health and Safety, Operational, Personnel, GDPR, and Financial Regulations, policies and procedures.
5.2 To undertake such other duties and responsibilities of an equivalent nature as from time to time may be required, in consultation with the post holder.

5.3 The post holder’s duties must at all times be carried out in compliance with Bridport Arts Centre’s Equal Opportunities Policy ensuring equality of opportunity is afforded to all persons both internal and external to both Bridport Arts Centre and Bridport Museum, actively seeking to eliminate any direct or indirect discriminatory practices/behaviours.

6.0 Special Conditions 

The post holder will be required to work unsociable hours including evenings, weekends and Bank Holidays as part of their normal working week.

The post holder does not qualify for overtime payments and enhancements.

Occasional car user.

Project Manager – Cabinets of Curiosity  – Person Specification

	Criteria
	Essential
	Desirable
	How Assessed

	· Excellent proven customer service skills
· Experience of staff supervision
· Experience of Project Management 

· A positive attitude to problem solving

· Excellent verbal and interpersonal and good written communication skills
· Some awareness of access and disability issues and a willingness to further understanding in this area.

· Strong organisational, time management and prioritisation abilities and comfortable working effectively under pressure and meet changing demands

· Flexibility in relation to duties and working hours, which will primarily be evenings and weekends and will vary week to week.
· Valid First Aid certificate or a willingness to become an Appointed Person or trained First Aider. 
· An interest in the arts and the work of Bridport Arts Centre. 

· Previous experience providing a community focused service
· Experience of working with volunteers
· Experience of working in a theatre or arts context. 
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Monitoring information
Bridport Arts Centre recognises that in our society groups and individuals have been and continue to be discriminated against on the basis of race, colour, national origins, culture, gender, marital status, disability, class, sexual orientation, age, financial circumstances, employment and political and religious beliefs.
Bridport Arts Centre is committed to counteracting any such discrimination and to provide and promote equal opportunity and treatment. Bridport Arts Centre observes the Equality Act of 2010.

We use this information to monitor the different backgrounds of people who participate in Bridport Arts Centre projects and programmes. If you do not know some of the information or you would prefer not to provide lt, you can circle 'Not known/Prefer not to answer'.

This information is used for monitoring purposes only. This sheet is detached from your application before short listing. 

Please circle your answers below.

1.Ethnicity

White

British
lrish

Any other white background

Asian or Asian British

Asian Bangladeshi 

Asian Indian 
Asian Pakistani 

Any other Asian background
Chinese

Black or Black British 
Black African 
Black Caribbean 

Any other Black background 

Mixed 

Asian and white 

Black African and white
Black Caribbean and white
Chinese and white

Any other background from more than one ethnic group 

Any other ethnic group 
Not known / prefer not to answer 
Any other Black background 

2. Do you consider yourself to have a disability?
Yes

No
Not known / prefer not to answer 

3. Gender

Male 

Female 
Not known / prefer not to answer 

4. Age

Date of birth DD/MM/YY

         /          /      

