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Administration Internship

	Post
	Administration Internship

	Salary
	£17,000 pro-rata 

	Responsible to
	Membership and Events Administrator

	Hours
	21 hours (equivalent to 3 days per week) 

	Role duration
	Approximately 4 months (17 weeks) – from mid-August to mid-December 2017

	Location
	The UK Association for Music Education – Music Mark 
3rd Floor, 8 Holyrood Street, London SE1 2EL



You will play a key role in our small but extremely busy team, providing administrative support in the office with responsibility for:

· Assisting with day-to-day administrative tasks including (but not exhaustive to) support with the day to day running of the office, data collection & processing and scheduling of activities across the membership.
· Support in the preparation and mailing out of weekly, monthly and termly newsletters and bulletins (using Mailchimp) and updating the website with new/revised content (using Wordpress)
· Manage the preparation and delivery of the Schools Member welcome-pack mailing
· Supporting the delivery of the Music Mark Annual Conference in November and other events. This will include travel. 

Learning opportunities will be included within the internship including shadowing and mentoring support.

Personal Specification
Essential:
· Well organised and ability to efficiently complete a number of tasks simultaneously 
· Strong attention to detail 
· Proven customer care skills that can be transferred to supporting our membership
· Excellent communication skills – both written and verbal
· A good team player but also able to work on own initiative  
· Good knowledge of Microsoft Office packages including Excel, Word & Outlook. 
· Strong numeracy and literacy skills
· [bookmark: _GoBack]A knowledge of the arts and education

Desirable
· Previous experience using a database
· Experience of a membership organisation - be that as a member, volunteer or employee. 

How to apply
Please complete the application form, including providing a supporting statement explaining why you are interested in this role and how you match the personal specification and send to rosie.saxton@musicmark.org.uk  

Closing Date: Friday 29th June at 3pm
Interviews:  Tuesday 10th July – taking place at our London Bridge offices

This internship is being run in line with the Arts Council Internship guidelines. 
We are an equal opportunities employer and determined to ensure that no applicant or employee receives less favorable treatment on the grounds of gender, age, disability, religion, belief, sexual orientation, marital status, or race, or is disadvantaged by conditions or requirements which cannot be shown to be justifiable.
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