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Administrative Assistant / Receptionist (part-time) 
ABOUT THE COMPANY

“If there’s a national brand in British contemporary dance, [Rambert] is surely it.”
Judith Mackrell, The Guardian

Rambert is one of the world’s leading independent contemporary dance companies. We are known for our diverse programme and international outlook, and at the same time are a national institution with loyal local audiences throughout the UK. We have been a home to the great modern choreographers of the 20th and 21st centuries and have a rich history held in our archive. 

Our work is innovative and forward-thinking; we want to spearhead the direction of contemporary dance. From Frederick Ashton to Christopher Bruce to Wayne McGregor, early choreographic opportunities were commissioned by the risk-taking Rambert well ahead of the traditional ballet troupes. Today, the world’s most diverse ensemble of dancers take on these great works as well as giving a platform to the new voices of contemporary dance. 

“You have to hand it to Rambert. Ninety years old it may be,
but its willingness to take risks and promote up-and-coming
talent is as robust as ever ... one has to applaud the
company for its refusal to rest on its laurels.”
Mark Monahan, Daily Telegraph
A new Rambert is emerging, under the leadership of Chief Executive and Executive Producer Helen Shute and Artistic Director Benoit Swan Pouffer. The heart of our work remains touring extensively to theatres in the UK, along with creating site-specific works and performing internationally. 

We have launched a second touring ensemble in 2018, our junior company Rambert2, and we have an exciting line-up of new projects and collaborations still to be revealed. In our creations, as with our historic repertoire, the inter-relationship between choreography, music and design is central, and we frequently collaborate with leading composers and visual artists. We promote the artistic development of our dancers and support the work of emerging choreographers. 

We believe that people throughout the country should have the opportunity to engage with dance work of the highest quality, through watching performances, taking part in activities, and interacting online. We aim to bring diverse, contemporary work to audiences and young people to broaden interest in all types of dance activity. We attract an average of over 2,500 audience members to each venue we visit and reach over 40,000 people each year through our national programme of activities to encourage learning and participation. 

Rambert moved to its iconic, award-wining home in November 2013, following a multi-million pound fundraising campaign. In 2016, Rambert celebrated 90 years of cutting-edge dance with a nationwide programme of public engagement. 

Rambert’s vision is of the world’s most exciting dance company,
making dance resonate for the 21st century in the
hearts of communities at home and around the world.

Rambert will be the world’s most exciting dance company because it creates work that: 

· matters

we produce work we believe is relevant, accessible, radical, thought-provoking, inspiring, entertaining and transformative

· stands out from the crowd
we create and present work unlike any other dance company for the different stages of the world

· comes to you 

everyone’s invited as we bring our work into the heart of communities.
Our mission is to make and take – to our neighbourhood,
the nation and the world – dance that matters
Administrative Assistant/ Receptionist 
JOB SUMMARY
The main purpose of the role of the Receptionist/Administrative Assistant is to be the first point of contact for visitors and callers, and to provide administrative support for a wide range of activities across the company, including supporting the financial controller, learning and participation team, and commercial activities such as venue hire and merchandise. In addition, to provide support to the Head of Operations with the daily upkeep of the building.

The post holder reports to the Head of Operations and works closely with the Company Administrator and the learning and participation team.

DUTIES AND RESPONSIBILITIES 
· Reception duties: being the first point of contact and dealing with general telephone, e-mail and personal enquiries and visitors

· Providing administrative support for the Company’s wide range of activities for the public, such as dance classes, including dealing with enquiries, enrolment, registration and payments, and ensuring information is updated on listings and appropriate websites

· General company administration including: 

· reception cover 

· distributing post (in-coming and out-going) including courier deliveries and collections

· administrative support for special events

· Co-ordinating all aspects venue hire, including:

· delivery of building tours for prospective hirers

· setting up studios and organising refreshments as required by hires

· organising the opening and closing of the building for hires outside of standard opening times

· Co-ordinating the booking schedule for meeting rooms and dance studios for internal and external users

· Office services including:

· ordering stationery and office supplies 

· ensuring that office equipment and systems are properly maintained e.g. telephone system, photocopier, printers, credit card machine and franking machine

· Replenish supplies such as soap and tea/coffee 

· Being a nominated first-aider (training will be provided if necessary)

· Being a nominated key holder and ensuring the building is secure, when the last to leave.

· Attending occasional staff meetings, training sessions and other events, which may take place outside normal working hours

· Any other duties considered reasonable by the line manager

· At all times carrying out duties and responsibilities with regard to Rambert's policies and procedures, details of which are available from the Head of Operations.
This job description is a guide to the nature of the work required of this position.  It is neither wholly comprehensive nor restrictive and does not form part of the contract of employment.  
KEY SKILLS & EXPERIENCE REQUIRED FOR THE POST

Rambert is comprised of a team of highly skilled and committed people.  All staff members are expected to contribute as appropriate to the Company’s success and engage in the life of the Company.

Essential
· relevant experience to include knowledge of office and administrative systems and routines

· experience of providing a welcoming and efficient service to a wide range of staff and visitors - at Rambert these will include artists, Board members, young people, school groups, general public and donors 

· computer literate, with experience in using word, excel and databases, with the ability to learn to operate up to date building control systems
· good organisational skills and able to manage a workload that can be hectic at times

· able to manage simple budgets

· able to take responsibility for matters such as securing the building when last to leave

· honest and able to maintain confidentiality 

· reliable and with an excellent record of attendance and punctuality

· available to cover evening and weekend shifts

Desirable

· an interest and knowledge of the performing arts, especially dance

· experience of simple event management

· lives within easy reach of Rambert’s premises

· able to start within one month of job offer 

CONDITIONS OF EMPLOYMENT

Salary: £20,572.50 per annum pro-rata
Hours of work: This post is part-time; the post holder will work 25 hours a week; working between 8am and 1pm Monday to Friday. 

There may be occasional weekend work and hours are subject to change.

Holiday entitlement: 25 days paid leave in addition to public holidays pro-rata.

Rambert has a training and personal development policy.

This post carries a probationary period of three months, during which time the notice period required by either party is two weeks.  Subsequent to a satisfactory review, the notice period increases to two months.

HOW TO APPLY
Applications should be submitted by 12pm on 7th May 2019. 
Interviews will be held the week commencing 13th May 2019.
Please send your fully completed application form, together with a completed equal opportunity monitoring form to: 

Rosie Billington, Rambert, 99 Upper Ground, London SE1 9PP 
or email: rosie.billington@rambert.org.uk 

Rambert encourages people from any background to apply for this post. We are committed to creating a workforce which is representative of our society, and to bringing together those with a variety of skills and experiences to help shape what we do and how we work. 

Only short-listed candidates will be contacted. If you have not heard from us within two weeks of the closing date, please assume your application has been unsuccessful on this occasion.

