[bookmark: _GoBack][image: C:\Users\James\AppData\Local\Microsoft\Windows\INetCacheContent.Word\Music-Mark-logo-strapline-right [RGB].png]
Membership and Administration
PERSON SPECIFICATION
This is a key role supporting a small, incredibly busy team in a rapidly developing membership organisation. We are looking for a motivated and enthusiastic person interested in developing their career in arts management through a second-stage role such as this. 
KNOWLEDGE, EXPERIENCE, SKILLS and ATTITUDES
Necessary 
· At least 2 years’ experience of a similar role in education or the arts within a professional organisation
· Educated to Batchelor degree level or equivalent
· Demonstrable interest in music education and a clear focus on the importance of outcomes for children and young people 
· Excellent interpersonal skills, emotional intelligence and ability to deal with a wide range of people in a professional manner
· Proven literacy, numeracy and IT skills 
· Ability to work effectively on own initiative and flexibly as part of a small team 
· Attention to detail and excellent organisational skills with the ability to prioritise, multitask and work well under pressure
· Ability to assimilate information quickly and make sound next-step judgements 
· Ability to respond to challenge positively and with good humour 
· Intuitive and imaginative in finding solutions 

Desirable 
· Participated in music making when at school and/or later 
· Interest in broader education landscape and where music sits 
· Experience of software packages (Microsoft Office, Sage, MailChimp and databases) and an ability to learn new systems quickly 
· Experience of bookkeeping
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