
DETAILS 

Title: Community Arts Development Officer (part-8me) 
Salary: £20,759.96 per annum (pro rata) 
Responsible to: The Chief Execu8ve at the Newhampton Arts Centre. 
Hours of work: 24 hours per week. Addi8onal hours may be required at busy 8mes by agreement and will 
be paid at the same rate 
Start Date: 5 December 2022 (or as soon as possible aPer this date) 
Job Status: Permanent 

CONTEXT 

Newhampton Arts Centre (NAC) is a thriving and vibrant hub where people from all backgrounds enjoy 
seeing, crea8ng and performing music, dance, drama and visual arts in all forms. We have a strong 
reputa8on for being welcoming and suppor8ve to all visitors and bookers. 

NAC is currently an Arts Council England Na8onal PorTolio Organisa8on and has an ambi8ous programme 
of work running up to 2026. Developing a community and outreach programme is a key part of the business 
plan including focusing on local communi8es, older people and children and young people. Over the past 
three years the programme has delivered work in partnership with local primary schools, the Holiday 
Ac8vi8es and Food programme, Esmee Fairbairn Charitable Trust, Eveson Trust and many others. 

We are looking for a dynamic, crea8ve and highly mo8vated Community Arts Development Officer, working 
closely with the programming and marke8ng team, to play a key role in strengthening NAC’s role in the 
communi8es that surround it. NAC strives to be an Equal Opportunity Organisa8on, is commiXed to 
building a culturally diverse workforce and ac8vely encourages applicants from different backgrounds. 

KEY RESPONSIBILITIES 

1. To develop programmes of work relevant and useful to the many communi8es that surround NAC 
2. To develop links with organisa8ons in the voluntary and educa8on sectors who work with the 
communi8es that surround NAC; 
3. Develop a set of long-term objec8ves for NAC’s community and outreach work through consulta8on with 
local community partners. 
4. Work with the programming team to develop music, theatre and dance programming of relevance to our 
many local communi8es: par8cularly those within 10 minutes walk of NAC, young people and older people. 
5. Link NAC in with community ini8a8ves local, regional and na8onal (eg Fun Palaces, MakeshiP, Big Lunch). 
6. Monitoring and evalua8on as required. 
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DUTIES 

Develop and maintain posi8ve contacts with a wide variety of groups, stakeholders and individuals in 
Whitmore Reans and the area surrounding NAC; and act as a first point of contact on behalf of NAC for 
them. 

Maintain a good understanding of the issues facing the area and Wolverhampton as a whole, and how 
NAC can posi8vely contribute to addressing these. 

AXend external mee8ngs, par8cularly with a community and outreach focus, on behalf of NAC as a 
whole. 

Work with the Chief Execu8ve and Site Manager to iden8fy and build rela8onships with ar8sts that will 
strengthen the relevance of NAC’s programme to our communi8es and assist implemen8ng and 
monitoring the Equality and Diversity Policy 

Work with the Marke8ng Officer to raise awareness of NAC’s programme as a whole with our local 
communi8es 

Iden8fy barriers to accessing NAC from local communi8es and work with the Chief Execu8ve on 
strategies to remove these and on securing the resources for implementa8on 

Undertake consulta8on and evidence-gathering for funding proposals drawn up with the Chief 
Execu8ve and fundraising personnel and contribute to bid wri8ng 

Project manage the community and outreach programme, including current ini8a8ves such as Paint The 
Day and the Holiday Ac8vi8es and Food programme as well as ones developed by the post-holder. 

Contract and manage ar8sts and other crea8ves recruited to deliver the community and outreach 
programme 

Maintain delegated project budgets for the community and outreach programme and work with the 
Finance Officer and Chief Execu8ve on accurate financial record-keeping and repor8ng 

Maintain monitoring and other records and compile reports for funders, the NAC Board and other 
stakeholders as required  

Work with the Marke8ng Officer to ensure that the impact of the community and outreach programme 
is well communicated 

Undertake regular evalua8on to assess the effec8veness of the community and outreach programme 
against its objec8ves and against Arts Council England and other funders criteria. 

Any other du8es, including those undertaken by all NAC staff, as reasonably required. 



 

SKILLS AND QUALITIES OF THE POSTHOLDER: 

EssenZal Desirable
Demonstrated 
by

Confident communicator 
Highly developed interpersonal, 
presenta8on and networking skills

Applica8on, 
interview, 
references.

Arts or community development 
experience/qualifica8on 

Experience in informal or formal 
educa8on  or community work. Applica8on

Interest in the arts/entertainment 
(performing and visual) 

Experience of working or studying in 
an arts environment.

Applica8on, 
interview, 
references,

Confident in using MicrosoP 
Office applica8ons and standard 
work plaTorms such as email 

Experience with content crea8on  for 
web and social media

Interview

Self-mo8vated and pro-ac8ve Interview, 
references

Able to priori8se and manage 
mul8ple deadlines 

Good 8me management and 
planning skills

Interview, 
references

Commitment to community 
development

Experience of regenera8on or similar 
community development ini8a8ves Interview

Reliable and trustworthy.
Experience of taking responsibility 
and mo8va8ng others 

Interview, 
references.

Commitment to equal 
opportuni8es and diversity

Experience of working with 
community groups and people from 
a range of social and ethnic 
backgrounds.

Interview, 
references.

Understanding of how the 
voluntary and statutory sectors 
work at a local level.

Knowledge of community and 
voluntary sector organisa8ons and of 
communi8es in Wolverhampton and 
Whitmore Reans

Interview



 

TERMS OF EMPLOYMENT 

1. Wages will be paid monthly by Direct Payment into a named UK bank account. 
2. Newhampton Arts Centre will pay Employer’s Na8onal Insurance Contribu8ons. 
3. Tax and Na8onal Insurance, plus any other statutory deduc8ons (including student loan repayments), 

will be deducted at source. 
4. Pay is reviewed annually in April of each year. 
5. Pension: An auto-enrolment pension scheme is in opera8on with The People’s Pension. Current 

contribu8ons are 3% for employer and employee. 
6. Holidays: 25 paid days per year, pro rata, plus statutory holidays, and including Christmas and New Year 

site closure days. Holidays must be taken at 8mes convenient to the running of the NAC. 
7. Training: Appropriate training will be provided as necessary. 
8. Proba8on: This contract is condi8onal on a sa8sfactory proba8onary period of one month. 
9. Sick Pay: Absence due to sickness must be no8fied by 9am on the first day or as soon as possible.  
10. Grievance and Disciplinary Procedures will be dealt with by Line Manager and then the CEO in the first 

instance. If necessary, maXers can be referred to the board members responsible for staff Issues. 
11. Termina8on of contract: Four weeks’ no8ce of termina8on of contract is required on either side.  
12. Security: The Employee will be responsible for looking aPer keys and security codes entrusted to them 

and will not pass these on to any unauthorised individual  
13. Staff Handbook: Full condi8ons of employment are available in the NAC office. 
14. Any offer of employment is condi8onal on an Enhanced Disclosure and Barring Services check. 
15. NAC reserves the right to require all employees to follow specific public health guidance that may be 

issued by either na8onal government or local authority. 

 
 



 

 

 
 

 
 

 

HOW TO APPLY: 

Complete the applica8on form, available from admin@newhamptonarts.co.uk  or 
by visi8ng www.newhamptonarts.co.uk and return by email to 
admin@newhamptonarts.co.uk by the closing date below 

DEADLINE FOR APPLICATIONS:  
5pm on Friday October 28th 

INTERVIEWS:  
Thursday November 3rd  
(please indicate on your applica8on any 8mes on this day you are not available) 

WANT A CHAT? 
For an informal chat about this post telephone Chief Execu8ve Trevelyan Wright 
on 01902 572090 or email admin@newhamptonarts.co.uk with a phone number 
to receive a callback.

newhamptonarts.co.uk

facebook.com/NewhamptonArts @Newhampton

instagram.com/newhamptonarts/?hl=en

NAC, Dunkley Street, 
Wolverhampton  
WV1 4AN

Phone: 01902 572 090  newhamptonarts.co.uk

http://newhamptonarts.co.uk
https://www.newhamptonarts.co.uk/about-us/jobs-opportunities/
http://facebook.com/NewhamptonArts
http://instagram.com/newhamptonarts/?hl=en
http://newhamptonarts.co.uk

