	                                                         FJF Job Specifics  

                               PLEASE NOTE ALL SECTIONS MUST BE COMPLETED

	DENMARK ST JCP

	Name of Lead Organisation: New Deal of the Mind

	Tel no. & ext: 0207 845 5834

	Address: Somerset House, South Wing, Strand, London 
	Contact name: Marcus Mason

	
	Position: Development Officer

	
	Email address: Marcus@newdealofthemind.com
Mwila@newdealofthemind.com

	Postcode: WC2R 1LA
	

	No. of employees: 10
	Disability Symbol user? Yes/No


	Provider Record Number:
FJF - 2000 - 11 - 005 – LON - REV 
	Type of business: Charity

	Employer details

	Name of Employer/Organisation placing the vacancy if different from Lead FJF Bid Holder:

Theatre Royal Stratford East

	Telephone number with STD code & Ext:
0208 279 1107
	Fax number including STD code:

0208 534 8381

	Address: Gerry Raffles Square, Stratford, London
	Contact name: Jan Sharkey-Dodds

	
	Position: Head of Youth Arts & Education

	
	

	Postcode: E15 1BN
	Email address: jsharkeydodds@stratfordeast.com

	No. of employees: 
	Disability Symbol user? Yes/No


	
	Type of business: 

	Vacancy Details

	Job title: Theatre Administrative assistant
	Interview Date: TBC
Closing Date: 24 September 2010

	No. of people required for interview: 5/6
	Number of job vacancies: 1

	Salary details: Meets National Minimum Wage: 6.14 per hour

	Actual days per week: 3
Hours per week (minimum 25): 25 hours a week

	Duration of the job (minimum 6 Months): 
6 Months
	Location of Work: 
Theatre Royal Stratford East
Gerry Raffles Square, Stratford, London

E15 1BN

	Duties: Please include the following -
· Exactly what the job involves
· Essential/Desirable skills or experience required.
· If working with vulnerable people/CRB check required 

Is training or pre-employment training provided

	This is an exciting opportunity to work for a theatre whose mission is to discover and develop new talent and new audiences. 
Theatre Administrative assistant
This post is to provide day-to-day administrative support to a busy office in the Theatre.
Duties to include:
· Filing

·  Photocopying

· Preparing refreshments for meetings
· Typing up notes from meetings

· Dealing with all post

· Meeting & greeting visitors

	Essential criteria :

	Essential personal qualities needed:
· Good timekeeping

· Respectful manner
· Thrives in a busy environment
· Good organisation skills
· Likes new challenges

· A keen interest in theatre
Essential skills required:

· Confident using  Microsoft Word , Outlook, Spread sheets

· Good communication skills - Confident telephone manner, good verbal and written communication

	Recruitment process 


	Email CVs to Jan Sharkey-Dodds @ jsharkeydodds@stratfordeast.com

	e-mail: 
	john.mccann2@jobcentreplus.gsi.gov.uk OR
cheryl.mason@jobcentreplus.gsi.gov.uk OR
tierna.grant1@jobcentreplus.gsi.gov.uk


