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ADMINISTRATOR 

Job Description

Background

The Clore Leadership Programme was initiated by the Clore Duffield Foundation, and in 2004 was established as an independent organisation (company limited by guarantee and registered charity).
For the first two years of its existence, the focus was on setting up the Fellowship Programme, aimed at shaping cultural leaders through in-depth learning, and tailored as far as possible to the needs, aspirations and circumstances of between 20 and 25 individuals a year. The structure of the Fellowship includes a 360 degree appraisal, workshops and residential courses, an extended placement, individually-selected training, mentoring and coaching.  In addition, Fellows have the option of undertaking a research project, supervised by a Higher Education Institute.
As soon as it was launched, the response to the initiative was overwhelming, in terms of both the number and quality of applications. Since 2004, 157 Fellowships have been awarded to outstanding individuals, some working freelance and others drawn from different types and sizes of organisations, in areas ranging from archives to film and theatre production. Fellows have come from across the UK, and from Canada, China, Egypt, Iran, Ireland, Hong Kong, India and the United Arab Emirates. The Fellowship has proved to be a self-sustaining network in an ever-growing family.  The Programme has attracted partnership funding from more than 40 different public, private and charitable sources, which has more than matched the generous investment by the Clore Duffield Foundation.
In 2006, the Programme expanded its remit with the introduction of fortnight-long residential courses offering intensive leadership training. Since July 2006, the Programme has run 23 “Short” Courses across the UK, funded by the Cultural Leadership Programme and reaching over 500 artists, administrators, producers, curators, librarians, policy-makers and many others in the cultural and creative field: some working freelance, others running their own charities or businesses, and others leading teams or projects in larger organisations.  We have also run a 3 day course for international leaders, supported by the British Council.  One of the factors contributing to the success of the courses is the involvement of two Fellows as facilitators on each course.  We have recently introduced one and two-day follow up courses which are open to anyone who has been a Fellow or attended a Short Course.  We also hold an annual event which brings together all Course participants and Fellows.
Even before the Clore Leadership Programme was launched, the Clore Duffield Foundation had recognised that if it was going to have an impact on leadership across the cultural sector, it would need to look at issues of governance as well as executive leadership. The relationship between executives and Board members is a critical ingredient in the leadership of any cultural organisation, and the Clore Programme introduced Board Development as a new strand of its work in 2007, again working in partnership with the Cultural Leadership Programme. 
By then, the Clore brand had gained respect and recognition not only in the UK but also overseas: the Foreign and Commonwealth Office agreed to offer Chevening scholarships for international Fellows, funded through the British Council, and the Home Affairs Bureau of the Hong Kong Government invited the Programme to design and direct a leadership symposium in October 2008 for their local arts managers, aimed at strengthening their capacity to run the many new cultural venues being built in West Kowloon. Following the success of the Hong Kong Symposium, the Hong Kong Government agreed to support scholars from Hong Kong on the Fellowship Programme in 2009/10 and 2010/11. 

The Fellowships remain at the very heart of the Clore Leadership Programme, and much of the success of the Programme is due to the contribution Fellows have made and continue to make to all areas of activity.   
The role of Administrator
The Administrator is a member of a team of 5 full-time employees who are based at the Clore Leadership Programme’s offices at Somerset House in London. The other members of the team are Sharon Armstrong-Williams who manages the Fellowships; Fiona Cameron, who manages our courses and events; Director Sue Hoyle; and Alisha Whittington, who is responsible for administration of courses and the Board Development programme. Sir John Tusa is part-time Chair of the Programme. 

The Administrator reports directly to the Director, and works with other members of the busy team on particular areas of work. He/she is responsible for financial management, including book-keeping and preparing management accounts; office management and general administration; and providing logistical support for the Fellowship Programme.

Person specification
We are seeking a highly numerate candidate with experience of office management and a meticulous eye for detail. Experience of book-keeping and accounts packages (preferably Sage) is essential; and some experience of preparing management accounts would be an advantage. The Administrator should be a good communicator – in writing, on the phone, and in person – and confident with IT.  They should be familiar with Excel and databases. The Administrator should be able to work on their own initiative and happy to work as part of a small, busy and collaborative team. He/she should have a knowledge of, and keen interest in, the arts and demonstrate an interest in training and professional development. 

Main responsibilities

Financial management

This includes:
· Book-keeping for all transactions (Sage)

· Issuing invoices

· Drawing up cheques for signature

· Holding petty cash
· Processing expenses claims

· Liaison with bank on routine matters

· Bank reconciliations

· Preparing management accounts and financial reports for Board and its committees

· Preparing information for audit and liaison with auditors to answer queries

· Maintaining detailed records of funding and preparing financial reports for funders

· Maintaining detailed records of spend on individual Fellowships
Office management

This includes:

· Organising and running administrative, communications and filing systems to ensure the office runs efficiently and effectively

· Liaison with Somerset House Trust on matters relating to our office premises

· Booking rooms for meetings and other events

· Organising and ordering office supplies as necessary; assessing, organising and monitoring appropriate service providers
· Ensuring equipment is properly maintained

General administration
This includes:

· Providing logistical support to the Chair and Director, co-ordinating diaries, organising meetings and travel, and helping sort out problems when they arise

· Preparing, collating and distributing papers for meetings of the Board and Strategic Advisory Committee and taking and drafting minutes of the meetings
· Liaison with insurance brokers on the renewal of policies and preparation of any claims
· Handling and sorting incoming and outgoing mail

· Preparing and distributing correspondence, papers, documents, presentations, e-flyers

· Handling and filtering incoming enquiries, dealing with many on own initiative and referring as appropriate 
· Liaison with the Clore Duffield Foundation as appropriate
· Supporting the Courses and Events Manager on the logistical aspects of one-off events including the annual symposium
· Any other administrative duties as may be reasonably required
Communications
· Acting as the first point of contact for external approaches

· Ensuring the website is kept up to date
Support for Fellowships  
Working closely with the Fellowship Manager, responsibilities include:

· Administrative support for the selection process for Fellows including booking advertisements: managing the online application process; copying and distributing applications to assessors; preparing the schedule for interviews; preparing correspondence with candidates

· General communications with all Fellows

· Assisting with the induction process for new Fellows; preparing the induction pack and contracts
· Logistical arrangements for workshops and two fortnight-long Fellows’ residential courses, including booking accommodation for Fellows, speakers and staff team, organising equipment, travel and preparing course materials
· Maintaining up to date records of Fellows
· Collecting data about Fellowships and more generally for the Programme as a whole
Examples of key contacts:
· The Chair and staff team

· Interns who are seconded to the Programme

· Members of the Board and Strategic Advisory Committee

· The staff and trustees of the Clore Duffield Foundation

· Funders of the Programme

· Clore Fellows 

· External suppliers and providers

· Cultural organisations and individuals

· Other organisations providing support to the Programme

· General public

· Press and media

Terms and conditions

· Salary £30,000 p.a.

· Contribution to pension scheme

· 25 working days holiday per year

· The post will be based in the Clore Leadership Programme offices at Somerset House, Strand, London WC2
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