[image: image1.png]RONO

SCOTLAND’S NATIONAL
ORCHESTRA




Creative Assistant Job Description

Job Title:

Creative Assistant 
Reports to:

Learning & Engagement Officer
Supervises:

None
Salary: 


£9.90/hour 
Contract: 
1.5 days per week, worked flexibly from home and in person at the RSNO Centre in Glasgow. Fixed term contract to July 2023. 

RSNO Overview
The RSNO is Scotland’s national symphony orchestra and one of the five National Performing Companies, supported by the Scottish Government. The RSNO is a symbol of Scottish cultural excellence. Established in 1891, it continues to deliver the highest quality musical experience and enjoyment throughout Scotland, which has been shared by generations. 

The Role 
The RSNO is looking to appoint an enthusiastic and motivated Creative Assistant to assist with the administration and delivery of two key learning projects: 
RSNO Community Orchestra: All Together Now 
The RSNO’s Community Orchestra provides the perfect opportunity for amateur musicians of all ages to play together. From age 8 to 80, everyone is welcome, whether someone played an instrument at school and hasn’t picked it up in years or if they are a beginner to intermediate player.

The Orchestra meets on Sundays throughout the RSNO Season and works towards a sharing event at the end of the term.

RSNO Young Creatives 
Young Creatives is a leadership and work experience programme for young people in Scotland aged 14-21 providing opportunities to gain experience in all aspects of orchestra life from playing, to planning concerts and creating social media content.  
Over the course of the programme the group will come together to plan, design and perform a full orchestral concert, side by side with the RSNO, with everything that this entails. The group will be split into two teams; the programmers, who will spend the year planning and devising the concert, and all accompanying material such as digital and social media content, and the musicians, who will spend the year taking part in workshops and rehearsals in preparation for their concert side by side with the RSNO at the end of the programme.  
Key Responsibilities
You will be required to undertake the duties and responsibilities detailed below: 
RSNO Community Orchestra: All Together Now
· On the day of activities be the first point of contact for programme participants, supporting and helping them to undertake their activities with the RSNO.
· Support with delivery of online activity.
· Carry out administrative tasks relating to the programme, including leading on managing sign-up and payment systems.
· Administration required to ensure the music is ready for all rehearsals.
· Assist with the preparation of equipment and rooms in line with the activity.
· Support programme staff in the running of sessions including documentation of activity as appropriate.

Young Creatives
· On the day of activities be the first point of contact for programme participants, supporting and helping them to undertake their activities with the RSNO.

· Support with delivery of online activity, including running small activities and sessions.
· Support delivery of ‘Programmers’ strand of the Young Creatives project, particularly in relation to associated accreditation (training will be provided).

· Carry out administrative tasks relating to the programme.

· Assist with the preparation of equipment and rooms in line with the activity.
· Support programme staff in the running of sessions including documentation of activity as appropriate.

General
· Attend, as required, training courses and meetings which are central to the role, including health and safety.

· Undertake such additional appropriate duties as required which may include assistance on other RSNO Engage programmes operating within the RSNO Centre in Glasgow and nationally.
Person Specification
Essential Experience and Qualifications
We are looking for someone with the following experience and abilities:
· Basic administration experience within an office, arts or educational setting. 
· Passionate about creating opportunities for people from all backgrounds to get involved with classical music and the arts. 
· Experience of working with diverse groups in an educational environment. 
· Experience of delivering small activities or workshops to participants.
· Excellent organisational skills. 

· Able to communicate with people at a variety of levels, internally and externally. 

· Ability to work as part of a team with a flexible approach. 

· Ability to deal with people at all levels both internally and externally.

· Accuracy and attention to detail. 

· Flexibility and adaptability. 

· Excellent IT skills with working knowledge of Microsoft Office.
The role would suit any individual looking to develop their administration skills and pursue a career in community arts or in arts administration. 

The Creative Assistant will be subject to a PVG check. 

Application Process
Applicants should send a CV and covering letter, with details of two professional references, to recruitment@rsno.org.uk.  Please put “Creative Assistant” in the email subject line.
CLOSING DATE:  Wednesday 17 August, 5pm
INTERVIEWS:  Wednesday 24 August 

