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Dear Applicant,
Application for the post of Administrator

Thank you for enquiring about this post. You will find enclosed some information about the Playwrights’ Studio, Scotland and a Job Description.

If you would like to be considered please write a letter of application relating your skills and achievements to the requirements of this post. The letter of application and a copy of your curriculum vitae should be sent to the Playwrights’ Studio to arrive no later than Wednesday 11 November 2009.

We will be interviewing selected applicants during the week beginning Monday 16 November 2009. 

Please contact me if you would like any further information; I will be delighted to help.

I look forward to receiving your application.

Kind Regards,
Claire Dow

General Manager

Playwrights’ Studio, Scotland Ltd

CCA, 350 Sauchiehall Street

Glasgow G2 3JD

0141 332 4403
info@playwrightsstudio.co.uk
www.playwrightsstudio.co.uk 

Company No. 265015

Charity No. SC036767

Playwrights' Studio, Scotland 

Playwrights’ Studio is a lively organisation based in Glasgow’s Centre for Contemporary Arts. In the 5 years since Playwrights' Studio began we have built a reputation as a friendly, vibrant company doing lots of activity for and with playwrights, directors, actors and others who are interested in new plays. These activities go on around Scotland and we have great partnerships with similar organisations around the world. 

The staff members are a dedicated, hard working team who take a real sense of achievement in helping playwrights progress their work and in making more opportunities for new plays to be performed. 

We are a national organisation which directly engages the people of Scotland with new playwriting and raises the standard of plays for presentation to the public. We celebrate, promote and develop Scotland's rich and growing culture of writing for live performance; improving and sustaining artistic quality, raising awareness, and increasing access to new playwriting. 
The Playwrights' Studio is Flexibly Funded by the Scottish Arts Council. We work in partnership with playwrights, theatres, and other organisations to champion Scotland’s contemporary playwrights and encourage the writers of the future.

Playwrights’ Studio, Scotland activities include our Inspire and Up Close events which are held country wide and give the public a chance to engage with some of Scotland’s top playwrights through workshops and script surgery sessions.  Writers of any level of experience can submit their work to our Fuse script reading service and receive feedback from professional theatre artists.  

Our Mentoring Scheme allows new writers to be supported by our established Associate Playwrights for a period of six months in order to develop a play. Associate Playwrights for 2009-10 are Nicola McCartney and Chris Dolan. 
Our Creating Space and Writers’ Projects programmes provide established playwrights with resources, such as actors and directors/dramaturgs, to aid in the development of their new script.  

In addition, our monthly e-bulletin is a valuable source of information for all dramatic writers, producers and others interested in writing for performance. It contains details of commissions, competitions, funding awards and a wealth of other links for stage, screen and radio writing and producing resources.  To access the e-bulletin register at www.playwrightsstudio.co.uk
To find out more about these and other activities please visit our website or contact us at the Centre for Contemporary Art in Glasgow.   
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Playwrights’ Studio, Scotland
Administrator Job Description—October 2009
Responsibilities include

1) Office Management

· Ordering Supplies

· IT/Maintenance Request

· Filing

· Manage website

· Manage database

· Schedule meetings

· Book travel and accommodation
· Manage the petty cash

· Manage the communal photocopier
2) Communications/General Enquiries

· Open post

· Answer the phone

· Manage general enquiries through the info email

· Collate information and generate the monthly E-bulletin

3) Project facilitation and coordination
(scheduling, correspondence/promotion, database entry, reporting etc)

· Fuse Script Reading
· Bookshop

· Library

· Meyer-Whitworth Competition

· Mentoring
· Up Close events and workshops
4) Advocacy

· Attend theatre events to represent organisation

· Promote plays by Scottish writers

Personal specifications

Essential

Excellent communication skills

Self motivated 

Ability to work as part of a small team

Knowledge of Microsoft office software applications and database maintenance

Interest in Scotland’s arts scene

Good time management and ability to prioritise a busy workload
Desirable
Experience in website management (training will be given if needed)
Experience of working in a busy arts organisation

Administrator
Pay and conditions
Salary

The salary for this post is £16,000 per annum.

Staffing

Creative Director 


Full Time

General Manager 


Full Time

Administrator



Full Time

Emerging Talent Coordinator
Full time (temporary)

Associate Playwrights (2)

Part Time (0.15 equivalent)

Place of work

The place of work will principally be the company office in Glasgow, you will also be expected to attend occasional meetings and activities around Scotland and elsewhere by agreement.

Hours

Normal weekly hours will be Monday to Friday 10.00 to 18.00 with an hour lunch break. You should however, be prepared to work flexibly, including some evenings and weekends. 

Leave

Annual leave allowance is 25 days plus Public Holidays. The dates must be arranged in advance, in agreement with the General Manager.

Pension

A stakeholder pension scheme is available should employees wish to contribute to it.

Appraisal

The initial period of employment will be 6 months with monthly progress meetings and a review at the end of that period. All staff members will participate in an annual appraisal process, where staff achievement and future development needs will be identified. The appraiser for the Administrator post is the General Manager.

