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Administration Volunteer 

Status: 2-3 Days per week
This role is designed to give the successful applicant a thorough grounding in the administrative side of working in a creative venue. The volunteer is required to support office administration, acting as a first point of contact for all enquiries. They will support the maintenance of administrative systems within the office and assisting the Artistic Director and other members of staff in the day-to-day running of the organisation. The administration intern will also support the administration of Jubilee Square.
Tasks will include:
Office administration
· Acting as first point of contact for The Basement for telephone and email enquiries 

· Assisting with the efficient day to day running of the office. Be responsible for maintaining stocks of stationery and other office equipment 

· Helping to organise the print and distribution of programme 

· Training will be given in the administration and operation of the box office 
· Maintaining and updating management systems and other office records – producing information as required
Financial Administration:

· Training in basic financial administrative duties such as filing invoices in close liaison with the Financial Manager and Artistic Director
Jubilee Square: 

· Acting as first point of contact for enquiries and booking of events in Jubilee Square

· Diarising programmed events and performances 

· Maintaining an up-to-date and accurate schedule for hires, events and programme of Jubilee Square
· Updating website calendar
NB: Whilst this is an outline of the main tasks and responsibilities, due to the nature of The Basement and its activities, there will be times when all staff and volunteers will be expected to undertake other jobs outside of the remit of this job description, within reason. Due to event-based work of The Basement, staff are expected to work some evenings and weekends, which is considered flexi-time and to be managed on an in lieu basis.
Person specification

The Basement is seeking an individual who has:
· A self motivated attitude 

· Good organisational skills, the ability to prioritise and work to strict deadlines, whilst working on a number of activities simultaneously 

· Excellent communication skills, both written and spoken, and the ability to work in a small team 

· An enthusiastic and proactive approach to new tasks and challenges
· A knowledge of the sector’s key networks, organisations, venues and agencies.

· An enthusiastic and proactive approach to forging new partnerships and creating new opportunities

